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SIR FRANK GILL ON HOW TO USE 


ME IUNDREDS -of factory managers, where DICTOGRAPH 
{' SOUND INSTALLATIONS are installed, will tell you 
how much better workers work when they have music 

lo cheer them and lighten their tasks. The same installa- 
Чоп enables executives to be located, any number of 
ersons to be mass addressed, and roof spotters’ warnings 
p transmitted so that everyone may make orderly 
rogress to shelters and spend minimum production time 


them 
DICTOGRAPH TELEPHONES give Instantaneous *''switch 
Bn " desk to desk contact between key men, with priority 
ё" апу principal with a Master Station. 
Under present conditions we can cater only for firms 
substantially engaged on Government work, Others 
interested are invited to send us their names for 


priority claims after the war, when the demand is 
sure to be well in excess of the supply 


ABBEY HOUSE, WESTMINSTER, 5, W.1, (40beyb672/2/4) 
Head Office & Works: AURELIA RD., CROYDON, SURREY 


tranches at: Birmingham, Bristol, Glasgow, Leeds, Manchester, Newcastle, Belfast, Cardiff and Huddersfield priority 
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QUALITY CONTROL CHARTS 













Dictograpt Loud 
Factory В 


Executive’s Master Station 
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Ta er рр 


and All Business Appliances BOUGH 


SAVE TIME—HIRE AN A 





Adders, 
Calculators, 

Cashiers, 
Addressers, 
Duplicators, 
Typewriters, 
Steel Safes 

and Furniture 


8 col, to add from 14d, to £9,999 1098, 11]d 
9 col. to add from id. to £99,999 198, lijd 
Hand and electric models with or with nt 
subtraction and wide paper carriages 
No Modern Office can afford to be 
without one 


NO MORE ERRORS JUST USE THE 
GUARANTEED ADDOMETER 


Rapid Automatic Addition & Sabtraction 

Rests flat on the books. For Decimal or 

Ordinary Figures and Feet and Inches,etc. 
FOR POCKET OR DESK. 

So Simple Anyone can use it, 





WANTED 


FOR 





In Plush-lined, ducold case 
Size, 11} X21) X1 in, 95/. post free 
When ordering state for UN роти 
required. Also a sd pocket / dde r for 
ordinary Sgures anc хома. t. mey, in 


Turn Your 


SURPLUS 





ELIMINATE LOSS AND FRAUD BY 
USING A “SAFEGUARD” THE BEST 
CHEQUE PROTECTOR 


INTO CASH 


Used by leading Banks and firms. Do you and 


realise that an altered ai ма 54 your 
own liability? Price 2s. 

All makes of Cheque W 
usual prices, Ask en list, 


Phone: Holborn 3793, or write 











Б. LADDOGRAPH =. HIGHEST PRICES -PAID for- 
TAPAS ы. „ш all Makes of Modern 


Office Machinery: 27 aa 









NATIONAL SERVICE `: 


OFFICE EQUIPMENT 


5» » Help the War Effort ` 
TAYLORS TYPEWRITER MARKET ueni ende Mai 


rue ^ $ 


TAYLORS 7:.^: TYPEWRITERS 


Adding Machines, Duplicators, Cash ‘Registers, Calculators, Time Recorders, 
AND SOLD, HIRED AND REPAIRED 


DER FOR STOCKTAKING 














MAIL OPENED 
IN QUARTER 





ete, £2 2s 
post trae 






Bargains in 
VISIBLE INDEX 
SYSTEMS 


Ask for Sizes and Capacitie 













USE ORDINARY STAMPS AND 
SAVE 80% IN POSTING TIME 


And let your business-getting letters look 

like personal letters with actual postage 

stamps by using the TAPPIT stamp 

ifüxer, Cheaper and quicker than a post 

marker, all stamps fixed, checked and 

inted in one operation British made 
ind guaranteed 















ROTARY CALCULATORS 
ALL MAKES 














І calculations. Multiplies, divides 
adds and subtracts in 1 10th time taken 
to do so mentally, 


TEMPORARY TYPISTS SENT OUT. 
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For office and school use Waterman's Ink is 
the finest in the World. Free flowing, free 
of sediment, Waterman's Ink banishes for ever 
irritating Ink-Clog . .. ensures smooth, easy 
flowing writing immediately pen is put to 
paper. Offered in large sizes for school and 
office use, or in the small bottles of the 
famous “*Tip-fill” design which allows you to 
use the very last drop of ink. In an un- 
equalled range of 18 colours, Waterman's 
Ink has the tradition of 56 years’ leadership 
behind every drop. 


WITH 


Watermans 
Ink 


iN 18 DIFFERENT COLOURS 
Made by 





L. G. SLOAN LTD. 


“The Pen Corner,” 41 KINGSWAY, W.C.2 
Sole Distributors of the famous 


Waterman's Pens & Pencils 


EMPIRE MADE 
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Co-operation is the keynote of victory; all arms must 
work together to ensure success 


'That is as true of the office as it is of the factory and 
the battlefield. Without proper co-ordination of 
effort victory is impossible. 


The dictating machine is the executive's supreme means 
of securing co-operation “all along the line” H 
enables him perfectly to control his own work always 
doing the right thing at exactly the right time, and so 
better to co-ordinate the work of all the members of 
his staff. Then things really do move! 


Letters, instructions, memoranda—all dictated on the 
instant, the moment you are ready, You save an hour 
every day because you never wait when you are 
ready to dictate. Incidentally, your typist can type 
twice as much, a valuable economy in these days of 


depleted staffs. 


Dictate to— 


and 
DOUBLE YOUR CAPACITY 
TO GET THINGS DONE 


Write; call or phone for free copy « 
“OFFICE METHODS AND PRACTICI 


‘HE DICTAPHONE Co. Lid. 


(Thomas Dixon, Managing Director), 


(Dept. H) Kingsway House, Kingsway, London, W.C 2 


Telephone: HOLborn 4161 (5 lines), 


ef 
Andi at Manchester, Birmingham, Glasgow, Leeds, Liverpool 


Bristol, Newcastle-on-Tyne, Dublin and Belfast 


теа т PUR a zi mem m3 pH Учту етут 


' BREAKING 
THE BOTTLE-NECKS; 
& OF PRODUCTION: :·· 


Avoiding Production Hold-ups for lack of vital parts is 
largely a matter of knowing when and where you can call on 
supplement: wv facilities that exactly meet your needs. Here's 
our contribution. Let us get down to your Bottle-necks— 

with smashing results ! 
PRESSINGS: Cold, and Non-Ferrous, Hand and Power 
Press up to 50 ton pressure. 
PLASTIC MOULDINGS: in Phenolic, Acetate and Cresylic 


Powders. 


И” BAR PRODUCTS : Сармап up to 1] in. diam. and Automatic HAS) 
Р Wale” 


` BUSINESS f 







up to 1 in. 
COMPLETE ASSEMBLIES: Telephone and Electrical 
Instruments, Switches, Electrical Accessories, etc. AT YOUR CALL 
A MACHINING : All classes non-ferrous small and medium 


Engine Parts, etc., to fine limits. 


HENRY ALLDAY & SON (1922) LTD. 
19/21 WARSTONE LANE - BIRMINGHAM 18 


THE PAPER SHORTAGE 
G was economy 0 which You can contsibute 


THE ENVELOPES YOU RECEIVE 
ARE VALUABLE 
They can b» re-used by means of 
Economy Labels. The increasing 
shortage of paper means tnat 
new envelopes wil be scarce 
and more difficult to obtain. 
Econo.ny Labels аге prolific 
savers of paper for they make 
an envelope do its job over and 
over again. 


Specify "BUTTERFLY BRAND" 
Noncurling Gummed Papers 


PHONE: 
CENTRAL 6311, 





















Р | to your printers who will Бе! 
BUTTERFLY BRAND pleased to deal with your' 
a E^ enquiries. 


16/17 NEW BRIDGE STREET $ 
LONDON ECA. * CENtrai650 
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Continuous Stationery. 


One-third of the typist's time is lost in preparing forms for 
insertion in the typewriter, thus constantly retarding the progress 
of the work. 

The PRIMUS attachment, as supplied by us, fits any typewriter 
and facilitates the smooth flow of continuous forms. It allows the 
machine at a moment's notice to be used for either billing or 
ordinary correspondence work. 





The PRIMUS Autographic Register is designed to simplify the work of 
writing documents by hand, It is so constructed as to allow 
a number of duplicates to be made at one writing and at 
the same time automatically retains a oheck-duplicate 
under lock and key. 


. CARTER-DAVIS LIMITED. 


QUEEN ELIZABETH STREET, LONDON, | S.E. 4 
Telephone - - - - - - = - - - НОР s tse 
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National 


Accounting Machines 


N hundreds of Aircraft and 


Munition Factories through- 


mtt 





out the country, * Nationals " 


SM ШИШ 


are playing their part by 


ПШ 


providing efficient accounting 


E systems and economising in 
TI personnel to an extent never 
т before realised. 
PAYROLL, STORES. COSTING, 
inj EMPLOYEES’ INSURANCE & PAY RECORDS. 
t 


PRODUCTION CONTROL. EXPENSE LEDGER, 


ANALYSIS. TRANSPORT RECORDS, 
A.R.P, EXPENDITURE, PURCHASE LEDGER. 
NOMINAL LEDGER. CONTRACT & CLAIMS 


LEDGERS. 
ЕТС. ETC. 





ntt rop PH Pn Mut e Hu 








NATIONAL 
ACCOUNTING MACHINES 


The National Cash Register Company Ltd., 
206- ats Marylebone Road, London, N.W.1. 


Phone : Paddington 7070. E 
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THE JOURNAL OF MANAGEMENT AND PRODUCTION 


Incorporating "Th e Magazine of Commerce,” “Modern Business,” 
, “System,” “Business Organization and ere 5 
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OVER 50?|, GREATER OUTPUT 


of typewritten forms in a given time by using the 


EGRY 


SPEED-FEED TYPEWRITER ATTACHMENT 
and Continuous Stationery 


Wherever typewritten forms—requiring carbon copies — 
are used, the Speed-Feed will assist in speeding up pro- 
duction, without any extra effort. This is achieved by 
eliminating non-productive operations. The Speed-Feed, 
employing Continuous Stationery, inserts and withdraws 
the carbon sheets automatically. 


It can be fitted to any standard make of typewriter 
without alteration to its construction. 


The Speed-Feed is so designed that it can be affixed to, 
or removed from, the typewriter in an instant. 


Telephone or write for further particulars — 


Telephone: SHEPHERDS BUSH 23377 (3 lines) 





EGRY LTD., Warple Way, Acton, London, W.3 


Telegrams: EGRYCOMPAK, EALUX, LONDON. 








YOU WON’T INCREASE. 
YOUR OUTPUT 


IF STORAGE IS | 
A PROBLEM | 


We Can Solve It | 








LOCKERS 


WORK- 
BENCHES 


TOOL 
OUPBOARDS 


Illustration is a 


STANDARD BIN 
7'0'x3'0'x2'0 


WITH ADJUSTABLE 
SHELVING 


STOVE ENAMELLED 
OLIVE GREEN 


STONEHOUSE STEEL EQUIPMENTS 


"Phone: 
0405-6-7 


' 
, 


| Acoustical Division, HINCKLEY, 
WEST BROMWICH 'Grams: | London Office: 72, Horseferry Road, S.W.1, Phone: Abbey 186s. 
' “Steel, West Brom, Scottish Rep.: К. McCartney & Co., 142 Queen St., Glasgow, С.1. 
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Put à Burgess Acousti-Booth 
in your noisiest shop and 
you'll be amazed at the 


"zone of silence" it provides. 
These booths have no doors, 
yet they are quiet inside 
because factory noise is 
soaked up by patented sound- 
absorbing — walls. Easy to 
keep clean—no maintenance. 
Write to-day for Bulletin 
ВР 131/B. 





BURGESS ACOUSTI-BOOTH 


BURGESS PRODUCTS COMPANY LTD. 


LEICS, Phone: Hinckley 700, 


| 
| 
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|. A nicely turned phrase, full of expression, but what ‘does i 
|. There are two opinions on this point—/a) that it is mer 
incapable of being implemented —(b) that ít is an achievable о! 
the realisation of which is one of the imperative necessities of th 
There is no doubt what the phrase is intended to mean: - Мапа 
functioning at its best; marshalling the forces at its disposal so 
the greatest possible proportion of potential is reached 
smoothest way. and that energies are wisely used. - | 


MAGNIFYING LENS 
Bock, Richard А 
NOISE PREVENTION 
Burgess Products Co, Laid. & 
OFFICE EQUIPMENT & 
SUPPLIES 
Cave, C. W, & Co. Ltd. 
Shannon Ltd, а s 
OVERALLS 
Wheeler, 
Ltd. 
PAINTS 
Cement Marketing Co. Ltd. 28 
PENCILS 








H, & Company 
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its best. 


“Control, 
deliveries 
playing an essential part in the War effort. 
Hundreds of firms of all sizes in all 




















to you. Details gladly. 









K Management cannot function without planning and 
yrganisation, and it is here that the Cope-Chat service 
ati 


е co-ordination of all the productive functions from the important first 
n effective plant maintenance, through Purchase Control, Stores 
aterial Control, Planning and Progress, Costings and оп to 
oñ schedule, you will find Cope-Chat Management Methods 


i iudustries have successfully built up 
either the whole or important parts of their internal organisation on our 
methods. equipment, and service, and this same successful service is available 


'OPELAND-CHATTERSON CO. LTD, 
HOUSE € OLD CHANGE e LONDON, E.C.4 
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®, yHAT is the significance "Th 
confidence which the best known 
producers of overalls have in *Rigmel- 
Shrunk cloth ? Us 

Justthis. That these manufacturers have 
studied the needs of the big employer of 
overalled labour. They know that anything * 
that enables a man or woman worker to 
increase his or her output is in the employers’ . 
interests — and the National interests; too. 
They know that the overall that shrinks is a 
menace to the comfort, health, safety and 
efficiency of the worker. On the other hand, 
the non-shrinking overall contributes to {һе 
smartness, well-being and increased output 
of the worker. 

The Government realizes the importance - 
of non-shrink overalls. That is why it insists 
on a high standard of shrinkage for overall: 
cloths supplied to the Services. * Вірте!” 

'is easily able to meet the Government s 
shrinkage standard. 

Any overall maker can supply “ Rigmel- 
Shrunk cloth. In particular, the. makers 
whose names appear on this. page will 
welcome enquiries, Note: Factories can get 


гай ч i - ec 
5 highest where workers are happiest. And smart, well-fitting a “ float” of coupons on application to the 


t. don’t shrink contribute to the comfort and efficiency of workers. Board of Trade, Bournemouth, to facilitate 
rear longer. too. Tight overalls impede movement, cause fatigue, 


; -down production. They wear out more quickly, Soon need replacing: bulk purchase of overalls for their workers, К. 











































WHERE TO GO FOR “RIGMEL”-SHRUNK OVERALLS FOR YOUR EMPLOYEES: 
























he jayess Clothing Company Ltd., | Messrs. John Peck & Co. Ltd., Messrs. Н. Wheeler & Co. Ltd. 
Fourth Avenue, Edge Lane, 107 London Road, 
Team Valley Estate, Liverpool, 13. Plaistow, London, E.t3 
Gateshead-upon-Tyne. 
i Messrs. James Smith & Co. Messrs. Fleming, Birkby & Goodall 
Мез Т.р Work & z nu (Derby) Ltd., West Grove Mill, .. 
SEW ORS, Barking, Essex. Drewry Lane Works, Derby. Halifax, 
$rs. ; Long Brothers, —. The S.W, & W.E. Standard Messrs. F. Fryer & Co., 
e Park Works, Manufacturing Co; Ltd., Orkney Street Works, 
- John's Road, Sheffield, 2, 42; 4^, ‘4 Bute Street, Cardiff. | Battersea, London, 5.311, 






















^): VA ; Laundry-tested ` 
ите f Е Shrunk against shrinkage 
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also К the “range,” that is the 
greatest difference of timing between 
any two of them—this quantity is a 
convenient and reliable substitute for 
the “mean error” or the “variance” 
which are used in statistical theory. 


The Second Chart Checks 


Gross Irregularities 


i Charts in Use* 


Dr. C. G. Darwin, M.C., M.A., 
: “BRS. | 





We mark these quantities on two 
charts as shown in Fig, (b), Then do 
the same for other batches from the 
same tool on a different day and for 
other tools, and so obtain an irregular 
sequence of dots, Any gross irregu- 
larities will show up, but if none are 
visible we then proceed with the help 
of a numerical table, from the data 
of the R chart to draw two lines on 
the X chart between which all the 
dots should lie. This has been 
werked out by the statistician and 
the user need not understand how it 
was made. 

If the dots do not lie between these 
lines it is a sure sign that something 
is still wrong with the manufacturing 
process; it is for the engineer to 
discover what. 

Suppose that any such troubles 
have been overcome, and that similar 
work has been done for other time 
settings, then the system is in control 
and manufacture can go ahead. The 
statistical control is maintained after- 
wards with much less intensive work, 
by picking a batch off one or other 
of the tools at intervals and making 
marks for it on the X and R charts: 
if the dots fall outside the correct 
region it is sure danger signal. 

In the actual case of these Ameri- 
'can time fuses the statistical method 
was not at first applied, and practi- 
cally all the makers failed. 


"SERIAL NUMBER 
OF SAMPLE 








: *7-pANGER 
SIGNAL 











SERIAL NUMBER 
OF SAMPLE 


Figure (b). 





Ап Example from U.S, 
| War Industry 


This example has arisen in America 
the manufacture of time fuses, 
the details are partly made deli- 
erately incorrect. The Army demands 
time fuse with characteristics shown 
by Fig. (a). The manufacturer would 
then proceed something as follows. It 
18 first necessary to know his process 


Army Technician Finds 
Finest Tolerances 


Major Simon of the U.S. Army, 
one of the most brilliant workers 
in this field, was called in and 
he carried out the process I have 
roughly described. In Fig (а) are 
marked the points he found for one 
make of fuse for X and the positions 
of the two dotted lines on the X 
chart for all the time settings, con- 


(Concluded on page 40). 





*Based on papers rend before a conference of 
Civil, Electrical and Mechanical Engineering 
Institutions, 





Preparation and Use 






How to Prepare 
the Charts* | 
Sir Frank Gill, K.C.MA 


e 










of Stendard 
and Cables, Ltd, 





Chairman 







"HE following is a: 
but incomplete e 
statistical foundations: 
trol, easily grasped by i 
We have not the necesse 
ledge to manufacture large quan 
all having identical essential + 
therefore tolerances are iti 
into specifications, 19 a ng 
similar articles are taken ar 
quality is measured in each, we 
frequency distribution such as 1 
trated in Fig. r (а), 
majority of the articles cluste 
about. the average. measurement: 


Using. these data, we can, by- 
probability theory, convert this fig | 
into what.it would be i$ а very largë 
number of measurements were t - 
This is shown in Fig, : (b). The ares 
in Fig. 1 (b) has been very ейп 
tively studied and its prop 
so known that it may be ap 
chart, on which frequent me 
ments, for example, the prod: 
machine tool сап be plotted. 






































































hh 
chart should show (а) the оопа! 
dimension required, and (bj phus 












and minus tolerance limits. 

In Fig. 3, three lines are a 
the chart; (c) the average di 
actually produced and (d 
tical control limits, rather 
the tolerance limuts and 
easily by the simple appli 
multipliers to the figures e 
from the measurements and Ба 
probabilities, 
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TRAINING 





Gert. Centres 
Own Schone 
‚ Tine 


Bonus 
Straight Piece-work | 


Cash Advances. | 






Preparation of Claims 





SHOPPING 






Time off 
local Shops Co-operation 





"Coupon Schemes 


ABSENTEEISM і Е 
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DI CAL ALD М.О» or Nurse 


Preventive Treatment 
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Special Commendations E: 
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the factory was an easy first, with 


inereases to new women in a very 
simple way. 

The. Company made а танай that every 
woman shonld be considered for rate increase 
(e, promotion) after опе month and again 
after the second month, providing she has 
mude satisfactory | progress, This has 
become the responsibility of the Employment 
Department. Tt is done automatically, so no 
one“ gets overlooked and во far, only bwo 
out-of approximately 1,500 failed to quality. 
However, these received their increase: after 
“ane further month; so that’s not Бад. 
Only oné firm, has followed the 

scheme for paving worker's income- 
tax in advance of the Bootle firm 
outlined in Business for March and 
further commented on this month 
(page 24). On the other hand slightly 
over half or the firms reporting are 
giving assistance to workers in pre- 
paring their claims. In mst cases 
apparently it is Jeft to the worker to 

ask for assistance. Obviously, the 

service will be much more generally 
used if clearly announced as available 
to évery worker. 

Many readers will be surprised how 
low the securing and inspection of 
lodgings comes. in the. score sheet. 
Admittedly this. means more work 
fer the. often .ovér-burdened Per- 
sonnel. Department, But considering 
“the number of women workers who 
are lost on account of uncomfortable 
conditions it is clear that such a ser- 
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This chart shows exactly how often each of the 24methods cited in BUSINESS 
questionnaire scored first, second, third and fourth place. 
the canteen second by a distance. 





Training in 


vice pays for itself over and over 

again. Índeed one very large concern 

now on war work puts this service 
first among all of its efforts to make 

a success of women workers, Inci- 

dentally, this concern has one of the 

best run personnel departments in the 
country, although perhaps its work is 
not so widely known as that of many 
othegs. 

Other ideas.not embodied in our 
questionnaire include ; 

(a) Bonus penalties for absentees. 

(b) Use of house organ as propaganda 
to workers. 

(c) Encouragement to women to join 
group pension and. National Sav- 
ings schemes, 

(d) Closing early 
page 18) and on 
mid-day. 

(e) Suitable part-time. shifts. 

(f) Maintaining a small number of 
women. specially trained in all the 

‚ main operations who are used as 
floating staff able to take over 
when any of the married women 
want time off when their husbands 


on Fridays (see 
Sáturday at 


are. home on leave or for other. 


causes, The managing director of 
the firm concerned says that this 
scheme maintains a steady level 
of production. 


cerned in :— 


ODERN ‘thought on the 
of. quality control. ba 
doned the outworn belief in 
tion effort after manufacture 
directed instead to the idea 
venting. the creation of < 
material- f 
This modern tendency can 
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among personnel, 
manufaeturing organisation, 
education anii~ the. use € 
incentives. 

(8) Co-operation between manuta 
purchaser m the jnvesti, 


quality difficulties, 


ROM the standpoint of 


tical application in 39 
facturing organisation the 
chart has the supreme or 


simplicity. Like the slide-ral 
engineering tool in the use 1 
inspection and production 
can become, with. a little. 
both confident and proficie 
struction of quality contri 
involves only the simplest aj 
It is based on formulae dert 
the statistical approach to tl 
control problem whose relia 
been proved in actual practi 
number of years. 


Segregating Produc 


Variations 
Very briefly, and without 
ing on technicalities, tht 


control chart provides a vist 
of segregating the variatior 
duct quality which аге sole 
chance causes, and Over ^ 
can therefore exercise пс 
from those. variations «wh 
from. “assignable” causes, | 
say, from causes which 
assigned їо опе or more sp 
ments in the manufacturim 
By plotting the successive f 
process inspection on such a 
presence of one of the 
causes of non-ratidom va 
immediately revealed. Thu 
can be made with a view tc 
ing if, ‘ 

. (Continued. оп. page 
*Based on an address given foc 
Group on quality control ato the 
Management Congress. : ; 
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у CECIL CHISHOLM 


PREVIOUS surveys have dealt 
- with absenteeism апі with 
"methods for ‘stepping up output.* 
Experience in dealing with these 
surveys by questionnaire, supple- 
_ mented by field research, has facili- 
tated our work, It has been proved 
that the type of firm studied must be 
varied for each of the three subjects 
4 mentioned, In the case of women 
_ workers, therefore, 9o per cent, of the 
Kr firms studied were on war work and 
had had little. experience of women 
workers. Ten per cent, were firms on 
civil work, known to be specially 
“successful in dealing with women 
workers, e.g, leading firms in the 
biscuit, chocolate, hosiery and electric 
lamp trades, Under the war industries 
are included many of the largest air- 
craft concerns, practically all of the 
great concerns, car, truck, wireless, 
electrical accessories, rubber and 
several great shoe manufacturing 
concerns now on war work, As in 
the output questionnaire, cosmetics, 
- fancy goods, spirits, tobacco and 
cigarette concerns have been com- 
pletely excluded, 


Dispersal of Factories 
Improves Data 





Г" 


-The number of factories covered is 

around 110; the number of personnel 

. employed by these firms is over 

200,000; unfortunately, the number 

к of women workers employed is not 

paaie in many cases, Care has 

in been taken to include factories 

- all sizes. While details were 

_ obtained from a score of factories 

empl ploying 10,000—20,000 people, the 

a pd were employing 500—1,000 

a certain number anything from 
590.900 people. 

Fortunately many of the very 

E gest concerns mentioned are now 

ng a number of small factories, 

wing to dispersal. This makes their 
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data much more helpful than that of 
a medium-sized concern, for the 
executives of the great combines are 
now faced with most of the problems 
of the small factory, 


Most Serious Problems 
Now Under Survey 


As will be seen from our charts, 
this new survey shows how some of 
the most serious problems of dealing 
with new women workers have been 
overcome. The general abolition of 
Sunday work has eased the situation. 
The shortening of the working week 
has also been of great assistance in 
maintaining health and attendance; 
the habit of interviewing absentees 
has become very much more general ; 
the number of canteens in medium- 
sized and small concerns has shown 
an astonishing increase, Transport 
facilities are better and тоге 
efficiently handled. 

More important still, training of 
the new women workers is almost 
standard practice, and the appointing 
of welfare and personnel executives 
for the first time has made an 
immense difference and prevented 
many new women workers from "tak- 
ing fright” at factory conditions 
during the first few weeks, 

On this occasion a fresh feature 
was introduced into the general 
questionnaire, Firms were asked to 
tick each one of the methods listed 
which they were actually using, apart 
from telling us which methods had 
proved most successful. This involved 
a little more time from busy execu- 
tives, but it resulted in giving us a 
useful picture of the prevalence of 
each method as distinct from its 
success in their eyes. 

As usual, executives were asked to 
list the four methods which they have 
found most successful in order of 
importance. Each first choice was 
then awarded four marks, each 
second choice three marks, each third 
choice two marks, and each fourth 
choice one mark, As will be seen 
from the tabulation of results, the 
training of women inside the factory 


for the job they were to do easily _ 
comes first, with 18.7 per cent. of the 
votes cast. 


(Continued overleaf) 
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WOMEN IN INDUSTRY: 
Analysis continued 


ing as a silent comment on some forms. 
It is tragic that the Government's 
scheme on which so much time, money 
and skill was spent should have been 
such a. disastrous failure, I believe 
-lack of co-ordination between the 
Labour Exchanges and those respon- 
sible for the classes was largely 
responsible. 

“Second came method of payment. 
Considering how completely wages 
are controlled by Union agreements, 
this was surprising, It will be noticed 


often the fifty-fifty Halsey scheme) 
mofe attractive to women than 
"straight piece work, although piece- 


_ work also had its adherents. ` 


Canteens Received 
93%, Mentions 


The third choice was emphatically 
for canteens, As will be observed 
-from the second chart, the canteen 
was mentioned more often than any 
other factor. No fewer than 93 per 
cent, of the firms sending returns have 
already canteens in operation. 
Although the subject was not men- 
tioned in our questionnaire, quite a 

“number of executives wrote that 
music in the canteen had been one of 
the most popular features among 
women workers. In view of the ex- 
perience of many readers last year, 
' when so many workers objected to 
the additional noise in the factory 
itself, while a certain minority pre- 
ferred to have peace and quiet at 
dinner time, this result is surprising. 

Obviously music is much more popular 
with women workers than with men: 
infinitely more popular with workers 
than a year ago. ("Music at work" 
scored scarcely a mark in one of our 
recent surveys.) 

A number of firms also mentioned 
loudspeaker music during work. 

A surprising number of concerns 
regard the appointment of personnel 
managers or welfare officers as their 
best stroke in making the new woman 
worker feel at home, Stress is laid 
by a number of able directors on three 
important points, not necessarily 
included in the welfare office's normal 
routine, 


Importance of Trained 
Personnel Interviewer 


Says an executive of one very large 


aircraft concern : 

“The Personnel Manager interviews every 
woman on appointment, He gives her a 
very clear picture of her work before she 
goes to the doctor for examination. Really 
one has to say that‘if the woman is properly 
dealt with in a human way and told all 
about her job and what it means, she is far 
happier, She also appreciates a straight 
talk. The first impression giveneis vital.” 


* 


The joint managing director of 
another large group on rather heavier 
war work says: 

“Women should be well received into the 
factory, not just allowed to drift in and be 
shoved over to the foreman, In опг 
factories they are received by welfare 
workers and introduced &o everyone they 
should know, and factory services and con- 
ditions of work are explained to them. 

"Our welfare officers maintain a close 
touch with women workers, assist them in 
domestio matters and lodging diflielties, 
visit them during illness, etc, In fact their 
work cannot be estimated, but they must 
be very carefully chosen." 


Women Supervisors In 
Each Department 


In addition both of these firms 
stress the importance of having a 
woman supervisor on each floor. 

In the latter case foremen and tool- 
setters do not deal direct with women 


operators, 

“Our method is to see that all instructions 
from foremen and toolsetters (all men) are 
passed to women operatives through women 
charge hands. Simiiarly the woman worker 
approaches both foremun and superintendent 
through her own woman charge band. 

“Obviously this procedure is not hard and 
fast, but operated with common sense. 

“The women charge hands have been 
chosen from the women operatives who have 
come “to our works since the war, Basis 
of selection is ability at the work, character 
and temperament, While our welfare side 
is under a personnel manager who is a man, 
our four .welfare workers “are all women. 
They deal direct with the operatives without 
going through supervisors, foremen or charge 
hands, Therefore the woman worker's con- 
tact with the welfare devartment is abrolntely 
direct and, of course, absolutely private." 


A number of firms run a welfare 
council consisting of management, 
staff and operatives, which works in 
conjunction with the welfare depart- 
ment, 

A fourth large aircraft concern 
carries the introduction and care of 
newcomers a stage further than is 


usual, Says the executive concerned : 
“Each newcomer is visited once a day for 
the first fortnight by her реа officer, 
By this time they have usually got over their 
initial shyness and have sett'ed down to 
factory life, In addition various executives 
at the factory give talks from time to time 
to new women workers explaining various 
jobs and the responsibilities attached to each, 


Special attention is paid to up-grading. 
Recently special classes have been started 
for girls who wish to train as charge 


hands," 


Shopping Troubles Quoted 


(see page 18) 

Assistance with the shopping diffi- 
culty, particularly for married women, 
is rated fifth in importance. On the 
other hand, the majority of the firms 
mentioned it and were doing some- 
thing about it. Only то per cent. of 
the firms reporting have been able to 
induce the local traders to open dur- 
ing lunch time or after hours, a 
significant fact. So much important 
material has become available on this 
urgent problem, that it is the subject 
of a special report on page 18. 

As in the case of both our previous 
questionnaires, the number of times 
that the supplying 'of preventive 
medicines and vitamins is mentioned 
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NEN. ТУУ: 
ў IS : 
BUSINESS for 
is startling. Almost 45 per cent. of 
the firms reporting mentioned this 
service. 

Absenteeism still comes in for a 
great deal of attention, The report 
published in Business. of the success 
of certain firms in reducing absen- 
teeism through the simple process of 
interviewing the  abseritee has 
obviously had results, In аў; prac- 
tically 85 per cent. of the firms, re- 
porting are now interviewing регу 
tent absentees while nearly 83 per 
cent, are keeping records of absen- 
teeism, Curiously enough not many 
firms returned the successful struggle 
against absenteeism as an important 
factor in making a success of the 
woman worker. It is doubtful whether 
many firms realise that a very much 
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A bonus system that gave an incentive was 
voted most valuable method for encouraging 
women war workers. Training in the factory 
came second, the provision of a pleasant 
canteen was an easy third. Four votes war 
allowed for a first choice, three for a second, 
two for a third, one for a fourth, 
larger percentage of absence must be 
expected from both single and married 
women than from men, The impor- 
tant point is to have some sort of 
standard, This whole subject is dealt 
with in some detail in the next article 
and again on page 16, 

So far little attention has been given 
to grading systems for either men or 
women workers. Admittedly the 
American schemes are too elaborate, 
with far too much paper work for 
war-time conditions, and dependent on 
fewer Union agreements about wages. 
On the other hand a good deal more 
could be done on grading new women 
workers than is common in this country 
to-day. 

One large aircraft concern has 
systematised the granting of wage 
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PERIOD PRIOR TO USE OF CONTROL CHART | FROM HERE ON, CHART USED FOR ACTION 2 
TENTATIVE STANDARD LEVEL | 


AND CONTROL LIMITS SET HERE: 
ON BASIS OF PRIOR DATA 
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SUCCESSIVE SAMPLES OF ^ UNITS EACH 


Courtesy of the Bri 

Control charts can be used either to analyse a set of data to discover whether control 

has been lacking or control quality during production. This is a gontrol chart for 

averages: each plotted point is the average of the N individual observed values 
for the N units in a sample. 















v 
` Control Charts Give User =e AME Wee ы doing they will fini 
чы INSPECTOR INSPECTOR . edge expand, зо that there 
Takes samples Takes samples fewer cases in which ‘such 
when he thinks regalarly—-to plan 
д ы necessary measures. measures 
desired ey are being a odie records 
oduct, the extent to which “ЕЗШ 
must. be expected and be records cumulative 
erefore inevitable and harmless, and averages 
the cases where the samples show ipee шашай 
ш tendencies, or actual “action n probability eon- 
pro ts” . giving warning for instant 
action before tolerance limits are uy — 
reached: The main ен of ua open Жы production 
control is to improve the uniformity epartment, — 9 
of the product up to the point where A Tus tending 
не ю „гетен rejec- 
Ee ERC Ae рме Uses purchase speci- Uses Purchase speci- - 
fication tolerances, fication tolerances. — begin 
Passes or rejects. Passes or rejects. M of азы) 


upren These changes are not difficult to make; but 
owiac, their effect is important. 


nd System Can. Be Used 
By Average Executives 


Prolonged research has established 
so much, that a tool has been made 
01% — and, as is the case with many tools, 





і „А сап now be used by those who know 
z3 9 FN Ld $ * little of the design. Anyone interested, ( 
acnieven lavenacé may study the statistical fundamen- — ^ 
Figure 1(b). В tals and. be more expert for so doing, 
REDE but it is wrong to think that nothing : : 
ба “state of control" exists. When can be done to apply this tec hnique of very Pow яну n tuy me 
this is attained a train of benefits without statistical experts. ‚у өйү i 
accrues. 1 What, therefore. should be the 





Technique Is Not New attitude of the manufacturing. man 
Ви wishing to investigate this technique 


Мог e: Thor ough vet unable to add statistical know 
nothing in the new ledge to his factory experience? Many - 
Ppears to^ ‘bes very new; factory engineers a ompetent to 
is much that-is, as now take the simple directions and to do- 
- “practised. The following table shows useful work without:.a statistical 

“the steps in parallel columns : expert, if one is unobtainable, while 
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is difficult to estimate how many 

Tiris now. have some sort. of 
vorks Council, but the number їз 
onsiderable, ^ though the targe 
ajority, still. don't have опет 
here there is a Council, it seems to 
fully. effective about one time in 
our. The other three times it does 
good to: works morale, but not so 
auch: good: as in the fourth. These 
re some of the factors which seem to 
determine the success of the Works 


uncil : 
Two points of friction frequently 
























rise, and these too тау be 
ummarized : 7 
(a) Trades Union representation. 


Some firms only permit Trades Union 
atives to be elected from the 
ide, some only Shop 
some whoever the workers 
elect; irrespective of other affiliations. 
the Trade Unions are showing some 
xiety about this; they are now 
taking ше view that representatives 
Councils Mn the men's 

‘Union repre- 
‘They see in the rapid growth of 
à ks Councils a possible. threat to 
the power of the Union as a negotiat- 
ingon To 


tion varies ye the | local 


qum husmagtiment 
attitude of. Trade Unions 
és Councils is curious, In 
seven or eight 


factories associated with us, the 
U's do not permit their Shop 
tewards to serve a Works 


on 





"paid 





оп March ie “phe: “De ly Herald" pou 
"liat. ata Birmingham conférence it was stated 
only 18 out of 32 attempts to set wp Works 
Councils had been effective. 


Make 


Mr. Harrisson's organisation has had twenty 
investigators spending six months ( October, 
1941—March, 1942) in some eighty British 
factories studying personal relations 


Here are his twelve shrewd suggestions for 
making a Work's Committee get results, 


based on this enquiry 


men and at that time the only 
department with a shop steward) 
nominated their shop steward, but 
knowing the situation at the other 
factories I asked him to make sure 
that his T.U. officials would agree 
to his selection. He found out that 
they would not, and withdrew his 
nomination. The tool-room then 
elected. another man, also а Union 
man, but after attending one or two 
meetings he withdrew at the 
request, he said, of the rest of the 

Union men, So this department is 

now unrepresented.” 

A big firni, one of the first to start 
a Works Council, reports: “No one 
is eligible to be a member of the 
Committee unless a member of a 
trade Union, In practice nearly all 
the employee members аге shop 
stewards. 

Another 
ar rangement : 

“Most of the employees belong 
to a trades union. The agenda for 
meetings of the General Council is 
sent in advance to the secretary of 
the local branch of the union to 
which most of the employees be- 

long, and he may attend without a 

vote, Decisions are subject to-veto 

by the trade unions, and by the 

Directors, but im practice this right 

is hardly ever exercised by either 

side.” 

The limiting of Works Council 
representation to Trade Unionists 
might do much to limit their value as 
freely representative, democratic 
bodies. 

(b) The other friction overlaps on 
the above, come from the scope of 
the Counci. Where this moves 
towards any affair of Trades Unions, 
it is likely to be resented, All depends 
on whether the management is prepared 
to discuss production processes, for 
instance, or supplies. Many manage- 





firm has this unusual 






The Works Council More Successful? 
Twelve Suggestions By Tom Hag 


Director of 
Mass Observation* 


ments who have got as far as having 
Works Councils limit discussion. to 
matters “directly concerning the 
workers.” 

A production manager said, as if 
making a discovery ; 

“The thing to-do with workers 

is to treat them as human. Get 
nearer to them. Put your cards on 
the table. Always keep your word, 
once given, even if you know it’s 
wrong to do so. I always knew 
that, but I was only able to put it 
into practice with the people, when 
1 started our Works Relations 
Committee, The W.R.C, has made 
an enormous difference, We were 
afraid of it at first, but it's been a 
tremendous success, 
“We're beginning to go into long- 
term plans now, the whole outline 
of the firm's economics and that 
kind of thing." 


Wherever the Works Council has 
a wide scope, and a friendly, informal 
atmosphere, the testimony is the same 
as above, To several managements it 
was a revelation. Until then, they had 
only really known their workers as 
people who came to them to ask for 
something more, They found out, as 
the above man did, that they were 
only human beings. f 


A Serious Com olaint 


The one complaint that; manage- 
ments make about Works Committees 
is that they concern. themselves fos 
much with personal апі trivial grev- 
ances, It is difficült to avoid the con 
clusion, however, that in a number о! 
cases this largely derives from thé 
attitude of the management itself. 

One firm gave its Works Com 
mittee members a badge when it fount 
that their position and significance wa 
not sufficiently realised among. othe 
workers, and the Committee member 
themselves felt they should be re 
cognised; the badge did the trick, 
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1. The system of election; Often 
this is weakly organised, not 
made interesting, arid left so 
that individuals can cotner the 

. support of а workshop by per- 

nsona pushing. The secret ballot 













Where itis possible to hold the 

election throughout the factory 

simultaneously, more interest is 

г aroused, 

3. On the management. side there 
is a Dot infrequent tendency to 
put "anyone who.can spare the 
time" on the Council, 


4. A great deal depends on the 


Personality of the Chairman. In 
firms which set up | Works 
‚ Councils with the most timidity; 
the managing director often 


takes the chair and transfers thé ` 


timidity to it. 
_» 5. An atmosphere of informality 
Stimulates “the 
in the factories studied, 
Momentum is lost because the 
Works Council does not decide 
anything, ойу recommends and 
discusses. More satisfaction is 
| here а Vote i$ taken, if 
s ‘disagreement and the 

ajority decision is binding. 
7. Combination of good chairman- 
ship and a wide agenda over- 


6 



















< Jn another fitin, the minutes showed 
ш but workers’ grievances for 
three months back. 


The Demand 


“Һе belief that it is the workers 
x press for a Works Council 15 
widely held outside industry, rather 
mistakenly, The majority of workers 
. seldom show any initial interest in 
thé idea; Once the idea becomes 
reality, it is considered to be good. 

їн опе factory, the workers at first 
elected shop boys and the fools of the 
place among men and women to serve 
on the Committee, 

In another cáse, a shop elected the 
most stupid worker, telling him that he 
got paid for attending tlie meetings. 
He was upset when he found óut this 
wasn't true, and resigned. The effect 
¿Was actually favourable—the other 
members of the Committee were so 
angry that they made a fuss and woke 
people up to the value and purpose 
of the Works Committee. 

Now that there is a good deal of 
talk about Works Committees, there 
is a tendency to think that. just by 
setting one ир something will be 

. achieved. 

i Organisations starting from the top 
are seldom so successful as those 
starting from tlie middle, The Whit- 


$6 be the most success- - 


"fepresentatives, : 


come the tendency (when a 
Works Council begins) for griev- 
ances to become the main con- 
cern, Here, the tone has mainly 
to be set by the management. 
8. Works Councils operate well 
when the management puts up 
the workers suggestions for 
changes ahead of innovating the 
change, This gives the manage- 
ment useful indications, and the 
workers a feeling of prestige. 
9, There is wide difference in pro- 
. cedure about length of office. 
Some Works Councils have made 
tle mistake of starting with a 
long term of office for repre- 
sentatives, and then finding that 
"the. representation had not been 
worked out sufficiently, On the 
other hand, a Works Council 
which started out with 
months apponitment and was able . 
to benefit without being saddled 
for long witli the mistakes. 


b 


10 
general гше, 
11. Some Works 
the foreman. 


Councils ignoré 
Others have therm 


either represented or as 
observers, The only council we 
found with the "observer 


system for foremen was perhaps 
the most successful of all. 
Practically all ignore the office 
clerical staff. 
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ley Councils, so satisfying to some at 
the higher levels, have had little mass 
impact and few appreciate fully what 
they do. There is, no break- 
ing down into areas and factories 
from. the Whitley ae 
In our sample enquiry, 5 per cerit, 
of people spontaneously Taised the 
need fof тоте  co-ópération in 
industry, as compared with fewer 
who, mentioned canteens, but 23 per 
cent, nationalisation, as the most 
important things to be put right in 
industry. Co-operation is not an 
immediate thought of many people. 
There is no factory precedent for 
such a thought and it does not seem 
immediately: practicable. When the 
point was put up to people, for their 
consideration in more concrete form, 
there was considerable interest. 
People “were asked whether they 
thought it would be a good thing if 
workers had тоге to say or less say 
in managemeftit of war factories : 
62 per cent, thought they should 
have more say 
10 per cent. thought they should 
have less А ‚ 
14 per cent..thought they already 
had the right amount . 
14 per cent. had no definite 
opinion 
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by the Editor 


AST month we asked the question 


“Can we set standards for 

T a ; Е. 
reducing chronic absenteeism ?” The 
iswer would seem to be “Yes, 


judging by the answers to our en- 
quiries during the past couple of 
months. 

“At the outset, it is time that a dis- 
stinction was made between justifi- 
able absence and unjustifiable absence 
h alone merits the term “absen- 
ism. ee 

"heorétically it would be more use- 
o attempt the setting of standards 
pure absenteeism than for total 
nce from all causes, but in prac- 
the records. kept by the average 
re not sufficiently detailed! 
Standard Figures Sought 
an effort to secure a more stan- 
record: of absence, without 
rjndividnal figures are useless 
aking comparisons, a number 
s have agreed to, keep their 
dá during the next few months 
he following form: 












































a Men Women Tota) 
(Doctor's certificate) 
‘iHness. (no certificate) 
es’ leave 
Buee witbont permission 


when a number of firms are 
eping their figures of absence on a 

d form can an accurate picture 
istinction between necessary 
unnecessary absence be secured. 
сап a reasonable level of absence 
set without reference to different 
à of industry, different areas, 
fature of the work, the number 
workers, of women workers, 
he difficulties of transport. 


Tentative Targets 


eantime it 18. possible to set а 

ries of tentative targets for 
anagements onthe possible extent 
o; which absenteeism. can be reduced, 


onth that the reason- 
var fof absence of 3.5 
cent; to. 6 per cent. of the 
ible weekly hours is still possible 


е 


fatement last 


po 


in well organised concerns established 
before the war and possessing a core 
of old workers, Roughly this means 
an average absence of 3 to 4 per cent. 
for men and 6 to 8 per cent, for 
women. This figure can be given 
with safety since it is based not 
merely on war-time records but on 
the experience of a number of well- 
run concerns for many years before 
the war. 


Aircraft Works Typical 


Now our greatly expanded factories 
on aircraft work of one type or 
another form a very substantial pro- 
portion of the war factories. In prac- 
tically all of these factories there are 
four additional difficulties, a large 
number of new workers, a high level 
oí wages, transport difficulties for a 
greater or lesser proportion of the 
entire force and all the problems of 
married women at work, 

In one large group of aircraft 
factories with an enviable reputation 
for efficiency, they work fifty-three to 
fifty-six hours with two shifts almost 
throughout, and the average is below 
7 per cent. The men’s rate is steady, 
around 4% рег cent. On the women's 
shopping day absenteeism almost 
doubles, that of the women rising to 
well over 13 per cent, and that of the 
men to 7 per cent. The women's 
average for the week is about 8} per 
cent. 

It should be mentioned that all the 
workers are paid on Thursday. 


Effect of Dispersal 


The factories in this group are now 
all largely dispersed. At first the 
dispersal, upsetting the lives of so 
many workers, inevitably raised 
absenteeism, Indeed the average was 
running around 11 per cent. Now 
everybody has become aceustomed to 
their new surroundings and conditions 
and the whole organisation has 
been - stabilised to meet dispersal 
necessities, ` 

In a second group of aircraft fac- 
tories with even greater difficulties 
due to dispersal and brand new fac- 
tories, with new staffs, workers and 
equipment, the average has been re- 
duced to around 8 per cent. Here 
ihe woman's average is roughly 12 
per cent, that of the men around 
6 per cent. : 


Recently a very special effort was 


made to reduce the figures. still 
further. Appeals were made by 


ere | fe 
per cent. over all. 

This figure. being the гези гої a 

intensified drive it would be u 


particularly as this ghoup of factories 
contains considerably 
than many other aircra 
These figures, together with 
for five other large groups, indica 





however, that from a level varying 
from 7 to 15 per cent, absenteeism ^ 


in many aircraft factories has now 
fallen to 6.5 to 8 per cent, with 


fe to” 
base wide conclusions upon it, more 












fewer women 


occasional instances well below this 


figure, It seems reasonable, there- 
fore, to set @ per cent, as a possible 
target for inclusive absence in the 
average aircraft factorv, (The figures 
quoted affect not less than 40,000 
workers.) 


И : 
Six More Hints 
Г following methods for im- 

proving attendance аге worth 
noting* in addition to those published 
in Business for September, October, 

November, December and April, 

1. Several firms have a supplementary bonus 
for good time-keeping, in one case bared 
cn а monthly competitive system, In each 
case this has been found to have a goo! 


effect, : 
2. One firm has a daily absentee form which 





goes to all foremen, who make their 
comments, The names of those away are 
circulated thus throughout the, worke. 


People do not like to have their nates 
thus circulated and casual absenteeism hus 
been eut in consequence. 

3. Another firm counts the first hour of work 
as overtime. If the employee is iate, 
ihe overtime is reduced by that amount, 
This has improved time-keeplng. 


4. One or two firms write letters iò all 
people who have been away for more 
than three days, asking what has 
happened, 


Most firms take no steps to find ont 
what has happened to an absentee. In 
опе ease we happened to know of a Arnts 


worker who was dead, and had had & 
publie funeral in the district. 
We found that neither the Works 


Manager nor the Personne] Maniger knaw 
anything more than that he was absent. 
5. There js an increasing tendency for firme 
to have rationed cigarette, chocolate amd 
cosmetic distributions п Estordary 
Sundays when they are working week-ends. 
to induee the workers to attend. ] 
& Very oocasionally firms bave ӨЕ 
assembly: line or workshop соте ой 
with daily ani weekly тес в shown dia 
grammatically. Where intellizentiy handled 


this can produce а situation where ane 


unnecessary absentee is the suhjeet bi 
censure from workmates, 


*Reported to Mass Observation, 


R. JOHN RYAN, of the Metal 

Box. Company, Chairman of 

the British Standards Institution 

Committee on packing, tells us that 

their recommendations will shortly 
be published. 

Some two months ago the com- 
mittee, representing makers of all 
types of packagings, was set up to 
equate safety fór the consumer with 
economy of supplies. 
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from the Progress 

“Book described in this 
‘article, Illustrated are the 
Front Cover Card. Material 
Requisition Slip and the dupli- 
vate Job Tickets. More ilus- 
trations will be shown in a future 
issue. 





7 ТРОМ the meticulous accuracy and 
the scrupulous care of the 
manufacturers of war material depend 
the safety of our seamen, our soldiers 
and our airmen and, ultimately, the 
qvictory of the United Nations. This 
ig-a°truism, but it can never be too 
often repeated, To ensure this split- 
hair accuracy materials and. measure- 
ments are checked and re-checked 
throughout the various processes of 
manufacture from the billet of metal 
at the rolling mills to the bomber 
waiting on the runway for its first 
service flight. 

. But checking—to Government pre- 
cision standards—is a science in itself, 
and the extra work involved can lead 
to absolute chaos unless it is under 
proper control We in this country 
are lucky that there were so many 
firns acquainted with the routing of 
precision processes who were able to 
turn their skill to war production. 


One Firm’s Plan 


-" The . simpler the *system, the 
better," said the material progress- 
control manager of a famous firm. 
"We have-evolved our own, a com- 
bination of two control systems which 
;we can claim practically eliminates 
Athe possibility of error. It also saves 
try, time and money, What we 
ave created is à ‘straight- through’ 

rol which checks every process on 
very piece of metal from its arrival 
here until it-goes into store to wait 
for part-assembly and again through 










F. J. Blayney- 
Thomas 


part assembly to main assembly and 
so to the Services. 

“We carry on the system, insisted 
upon by the Government, that all the 
material that comes to us must be 
covered by Release Note from the 
makers and back through them to the 
mills. This is a clearance note and a 
certificate of fitness in one, and every 
piece of metal we use bears the number 
of its clearance, This number is trans- 
ferred to the various. pieces cut, for 
example, from a sheet and we can 
therefore check back to the mill any 


individual part of any of our products, 


“Оп arrival all goods go into our 
‘quarantine’ stores for inspection by 
us—and they cannot be passed unless 
they carry the certificate. The Goods 


Receipt number is stamped on each. 


the 
be 


item and they then pass to 
Bonded Store whence they can 
drawn on requisition, 


Laying-Out the Job 


“Meanwhile our Planning Depart- 
ment has set out the job from the 
drawings and has put in the Planning 
Card. This contains orders for all 
tools required, all materials, specifi- 
cations and amounts, all necessary 
operations and the estimated rate- 
fixed times. This card gives the key 
to the whole job and is sent to me. 

“My department types these speci- 
fications on a master stencil and prints 
from this the Job Record Card, and 
the Tool Card. The latter is sent to 
the Chasers for action. When the 
Control Record has received the 





NEW PROGRESS 
PLAN CHECKS 
STOCK RECORD. 


. each job is completed, a 










Chaser's Return Note, which in 
that the tools are made, we 
stage further, 

“My department then issues а Р 
gress Book and two envelopes, « 
to contain all dates relating to {Веб 
which см with the work drow 
the shops and an Accounts Env 
which goes to the Account 








































ment as a sign that t 
begun. Accounts file all Regui 
and. Job Ticket Cards in ih 









from it can, if called. ony figure 
at any time the individual 
operation, 

“The progress Book consista 
number of Progress Slips and whit 
and coloured Job Tickets bound ip a 
cover, The front cover is print 
from the master stencil with not 
of all the jobs to be doné and is 
tained as a sort of card index, 
progress 
slip is detached and sent to my niis 
card index for entering up. 


Control by Tickets 























































“The operative takes the whit 
coloured Job Tickets to the 
Office where the clerk clocks both i: 
giving back the coloured tick 
retaining the white one, which 
Bonus Payment control. On 
pletion ot the operation m 
tickets are clocked-off and ih 
be done before another pair 

clocked in, to prevent two jabs 
handl ed at the same time, 

“The clocked-off coloure 
handed with the job to the in 
who stamp айй initial it if 
Ticket then goes to the / 
the Cost Office where it is c 
with the white duplicate and 
Pay Office, 

“Finally the coloured 
to the Rate Fixing departmoe 
any final check or possible ad just 
in rates, 





Receipt of Goods 


"The back cover of the 
signed by the Storeman as 
and is proof that the pro 
is now im store again 
owing to rejections, 
does not exceed one i ef 
order, is made up on the next ba 
Otherwise a special shop 
order is made out for the dence 
The signed back cover is 
with any Defect Report to 1 
Control for entering on the 
record. e 
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UTSTANDING amongst the 
А problems which surround 
“absenteeism, particularly amongst 


men workers, but by no means 
onfined to them alone, is the question 
f shopping. Food rationing, the chief 
cause of the problem, has brought 
many troubles in its train, but here 
again there is по single cause, as 
even. the question of haircuts for male 
workers, not to mention the shortage 
of cosmetics, smoking materials and 
other things, does actually affect 
production, 

"After all it grows in the firm's time" 
гга common answer on enquiry 
imongst men who have taken an hour 
to get a haircut. And in many 
s they-are-lucky to get by with 
sone hour, since more and more assis- 
tants have been called up. 
Shopkeepers themselves have their 
“troubles as concentration approaches, 
айа total war means shorter staffs 
sr them as well as for others. But 
“shorter staffs need not mean "shorter 
hours" as unfortunately in some cases 
it appears to do. 

Business has already referred to 


the action of members of Һе 
local Chambers of Trade who 
appear to regard their own stall 


fficulties from an entirely sectional 
"angle, lt.may have been in past years 
that the customer was 'always right 
гапа always unreasonable’ but that can- 
-mot be taken as an excuse for saying 
that. he, or she, is always wrong 
needs no consideration to-day. 

Rétailer and customer, particularly 
those engaged on war w ork, are surely 
partners in the national production 
plan. Things are not easy for either, 
but some system of give and take can 
smooth a lot ‘of rough corners. 
"Traders quite rightly point out that 
„1һеу are harried and driven by a mass 
of regulations, 

"It is difficult to stand pat by these 
arguments, however, when faced by 
such complaints as these: 

"We are expected to shop in the 
lunch hour and that means either not 
having the proper lunch (many of 
these women ‘breakfast’ on tea and 
toast) or not shopping properly." 

"Having to shop at odd hours, we 
who are working in factorieseare at a 





Shopping Problems Breed. 


Absentees — - 


and + 


т Tips for Solving Women 
| Workers’ Nightmare 


great disadvantage’ to the women 
who are not doing anything and who 
get all the pick in the morning.” 


Three Local Aid Schemes (1) 


Here perhaps is a chance for the 
W.V.S. to add yet another service to 
their already long list and arrange— 
in accord with the local Food Office— 
to shop for women who are at work 
during the 'best' hours, This is in fact 
being done by the Heston and. Isle- 
worth Townswomens’ Guild who 
supply more than a hundred part-time 
shoppers to relieve factory workers. 

“The shops shut too early in the 
evenings and the Government has en- 
couraged them to do so... otherwise 
we would have a chance on the way 
home." 

(This is an example of one depart- 
ment—Home Security—traversing the 
needs of another—Production. Is not 
some co-ordination needed?) 

Unrationed goods, ‘points’ and meat 
are the chief bugbears, There is little 
time for waiting in queues. Some 
retail firms, food firms ‘chiefly, are 
making an effort to meet these pro- 
blems, so also are some local Food 
Authorities, Sainsbury's for example 
grant ‘priority cards’ to war workers 


—and find, alas, that they can be 
abused, 
St. Pancras Chamber of Commerce 


has instituted a scheme by which a 
card granting shop priority will be 
given to those who can produce a 
signed statement from their firm 
that. they are war workers, This 
scheme is still awaiting Ministry of 
Food sanction, and in any case 
depends on the willingness of factory 
executives to grant time off, 


Four Plans from Firms (2) 


Undoubtedly the key to the problem 
which is, we repeat, one of the major 
causes of absenteeism lies with the 
firms themselves—unless the Govern- 
ment is prepared to force retailers 


to keep open indefinitely, which is 
unlikely. Quite a number have 
already taken steps to get things 


moving in the absence of any direc- 
tion from the Ministries, We give 
here four examples which show 


admirable solution 
- problem. 
that.no provision can be made i in this 


mE ned: 

A. South “Midland firm, failing 
to persuade local shops to keep open 
praises the school meals system as an 
of part of the 
It is regretted, however, 


that the problem can be solved, given 
< the goodwill and consideration of all 






district for the woman who has to, 


find a meal for her man, perhaps him- 
self on war work. 

2. Another firm is working wit 
the local Town Authorities to delay 
the shops' closing hour, at least on 


“some days of the week. No results 


are as yet available. 

3. One Wolverhampton firm has 
made arrangements with a local retailer 
to provide each Monday an order form 
already printed with ‘a: list’ of ‘basic’ 
goods and prices, These are circulated 
to married “women. employees, filled 
in by them and returned. The goods 
are delivered in named parcels every 
Thursday at the works, where they 
are handed over. and paid for. Pre- 
sumably the requisite coupons are 
collected at the same time, 

(This system cuts across many 
registering arrangements, but it ought 
to be possible for fhe Ministry of 
Food to override these in such a case.) 

4. A London firm, .established for 
many years, has carried on into war 
production its system of early closing. 
(5 p.m.) on Fridays, together with 


Saturdays off—except in emergency: 
periods—in order to give time for 


the female staff to get their week's 
shopping done, This, we are told. 
"has resulted in increased production." 


National Approach Needed. (3) 


But as in so many of the schemes: 





which Business reports, these are 
only isolated examples, given as 
guides to those who wish to get better 
results, "There is no clear-cut line laid 
dowh by the most powerful Govern- 
ment we have ever had, Ministry cuts 
across the plans of Ministry. = 

No single firm can expect to get 
much response from. a group of retail 
traders, no matter upon what grotind 
it may appeal It is, howéver, prob- 
able that a 
would take note of a recommendation 
from its. own headquarters. The 
headquarters Would not consider any 
individual approach, but would prob- 
ably react to representations made by 
a powerful trade association. 

Here is a problem that 
every war workers’ home in the 
country to a greater or a less degree. 
Cannot we hope that concerted effort 


by a number of our leading employers - 


will result in the establishment of 
some real system for getting the best 
results from people who are only 
asking for a lead? я 


local Chamber of Trade. 


affects- 


See how a SUMLOCK saves time 
| and simplifies figure work. 
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Firms Can Draw on 
‘Untapped’ Reservoir 


AN. a woman do two things at 
once—run a home and do a 
jb? Will not the strain eventually 
prove more than she can bear? Or 
will she compromise and in so doing 
either let down her home or default 
ón hef job? 

«Questions such as these are more 
more coming to exercise the 
ninds of war executives. They have 
ot to get the job'done and they are 
«going to be forced more and more to 
ut up with any. labour, part time or 
whole time. And the pity is that they 
have nothing to guide them, The 
Ministry of Labour makes its pro- 
Hütciamentos with an air of novel 
elation, but it does not help when 
t'comes to cases. What сап the 
rage, harassed executive expect 
from his part-time female labour and 
how much can he in reason ask from 
em. 


27186 There Is No Plan...” 


He does not know and the Ministry 
es- not know either, That is the 
rutal fact. There is no standard by 
hich one can judge the quality of 
he ‘intake’ of part-time women. It 
$'the sort of problem that could, and 
ught to, have been solved long years 
go. For the women are ready and 
iting to do what they can. They 
want to be told what to do. Yet 
Planning in its February issue can 





"Up to the present we have only 
геп it cursory consideration as it 
s. marked. disadvantages for a 
ore of our character, and we аге 
ictant to adopt such a scheme until 
e find it impossible to carry on 


referred to 


possibe го: give our customers 
anything approaching the service 
“they have been accustomed to. For 
instance, a. customer might make a 
purchase from а part-time sales- 


query at a different time to-morrow 

vand find that the saleswoman who 
attended to her yesterday was not 
available, and much delay. and con- 
» fusion would probably occur, to. the 
annoyance of the customer, ° 






woman to-day, return with some. . 





low To Run The Part-Time 


“It is impossible to give any sét 
formula for- the. establishment of part 
time schemes in industry .. . every 
firm must work out its own system 
and deal with its own particular 
problems." 

lt is the fact that comparatively 
few women are aware of the chances 
for aiding the war effort in part-time 
that are in existence. These chances 
are not only a solution for the pro- 
blems of the many women who want 
to help; they also apply to those who 
are holding back from existing 
schemes because of domestic diff- 
culties of one sort or another, 

No one has apparently thought of 


part-time workers for the ‘non- 
essential’ industries—in fact no 
planned scheme for such women 


exists, except in one or two of the 
larger store groups, to which we shall 
refer later, 

No one has apparently envisaged 
the real employment of part-time 
woman labour to fill the gaps in shift 
work in essential industries, that is to 
say on a national basis. A possible 
difficulty is the question of adminis- 
tration. The question of wages is not 
actually as important as it sounds. 
There are plenty of women who want 
to do a job of war work, and so long 
as they do not lose money, they will 
not grumble unduly. This does not 
imply that they will take whatever is 
offered. But the fact remains that 
here is a reservoir of labour that 
has never been planned or mapped, 
and where it has been tapped, has 
never been considered as a whole. 


e are Against the Part-Time Shift 


d says Mr. K. Routledge, Managing Director: Pettigrew & Stephens Ltd. 


2. There are difficulties in getting 
part-time and whole-time staffs to 
work harmoniously together, as part- 
time women usually want employ- 
ment from late morning onwards, 
which means they escape all objec- 
tionable and routine work of depart- 
ments, thus making regular staff 
disgruntled. 

3. Part-time staff will not be so 
economical as whole-time, as they 
will undoubtedly expect higher re- 
muneration relatively for the hours 
worked, and we cannot imagine 
them, generally speaking, being so 
efficient or so keen on business or 

- having very much regard for absen- 
teeism. 
"Despite the foregoing remarks we 


may, of course, be compelled, owing 
to the labour shortage, to reconsider 
our views.” 


BUSINESS | fo 
Shift 


One Factory^s Experience 

The example of “one factory may 
be quoted as fair to beth sides. The 
work was. divided into two schemes. 
(for the supposed benefit `of ете. 
ployees) (а) a system of ‘elastic day) 
work and (b) three alternate night" 
shifts each week, It was found that 
applicants under (a) were "completely. ^ 
unbusiness-like . . | unwilling to con- 
form to routine" The. system has 
entirely failed and been withdrawn. 

Under (Б) one found those who 
from patriotic motives or actual 
financial need were willing to stand 
their turn—there has actually been 
some extension of this system, 
suggested by the women themselves...” 


Can The Scheme Be 






Worked ? 
Whether such a system can be 
generally adopted appears to rest 


upon the type of manufacture and 
whether ready-trained people аге 
available. Again, the job may be so 
simple as to need very little instruc 
tion. What must be watched is the 


‘messing up’ of jobs left unfinished 


by one shift and taken over уа new 
—possibly partly-trained-—relief. The 
key test is, of course, whether pro-; 
duction is increased or hampered, by 
the use of irregular part-time 
workers, д 
Travel Handicaps 

Normally there should be no great 
difficulty in a man or woman giving 
Say three hours’ part-time work each. 
day, provided the work could be» 
arranged and was not too com- 
plicated, But one factor that exists 
in many industrial districts must be 
considered: the question of travel- 
ling. This may add up to as much as 
two more hours аср day im London 
and in many other towns, and it neariy 
doubles the time on the job. Whether 
any really valuable assistance can be»: 
given by people who are so handi- 
capped and have in addition their . 
own jobs to do, is to say the least. à 
moot point. І 


What The Stores Are 
Doing. 

Lewis's Ltd, the well-known de- 
partmental store have, it is learned 
obtained а ‘pool’ of nearly two thous 
sand retired workers from which they 
can draw as occasion arises, and it is 
possible that such firms are the most 
obvious employers of part-time staffs. 
Such personnel can at least release 
younger women for regular war 
work. So far Lewis's seem to be 
satisfied with their scheme, but other 
firms are not so sure. \ 















Buy ng & Stores Record 
_ Which Speak for Themselves. 


* Fm the signal- 
` man ; I show when 
there's danger on 

^o the line" 


| ** You can see 
Pm nearly 
exhausted.; do 


hurry ” 


out to save time; you make their 

titles ‘‘ visible." In your office 
and factory are your facts and figures 
similarly accessible ? 


Kalamazoo Visible Records place all 
information—classified and up-to-date— 


Г you play cards you fan them 


Ж Book form— saves the Country's steel and your 
money ; gives comfortable, speedy writing position ; 
portable and compact, Y ET—no rings to tear or wear 
“the records. - The * visible edge" is always visible. 





P E call out the" 
“price you ought te 
pay (don't wade 
- through piles of 


invoices) . 


* My title tells 
you who I am 
(no separute 
index 
necessüry)". 1 





at your finger tips. More than that-- 
they speak for themselves. > 


e The price trend of each commodity 
e Alternative sources of supply 
e Details of previous orders 


€ À day-to-day record of stores re- 
quirements 


| Proprietors, Morland & Impey, Lid.) (Sales : 
Kalamazoo Ltd. 


NORTHFIELD, BIRMINGHAM, 31. , 


Te 






































; T All Depends.on Me" pasted on 
^ every riser of every staircase 
іп а large factory. invites either bore- 
dom or-ribaldry. It all depends on 
the-age of the workers. Exhortations 
praising "Your Courage . . ." do not 
exeite^the passing glance of people 
who have work to do. 
2^oLuckily, there have always been 
some firms who realised that pro- 
¿paganda to be effective must go far 
“beyond the kindergarten stage and 
Busrness has published during the 
past two years examples of 
Sthey have done. Firms such as 
Junlóp, Austin’s and Morris have 
carried out vital propaganda that has 
produced measurable results. 
"The B.B.C, has popularised "Music 
While You Werk,” but its talks have 
not had: much success. They are too 
obviously rehearsed and do not get 
across, There is a vast amount of 
aterial waiting to be dramatised. 


what 


No Consistent Organisation 


» But. most of what has been. done 
“has been sporadic and scrappy from 
the national point of view. There are 
around forty thousand war factories 
big and small at work and it is safe 
to say that very few of them have 
chad the opportunity to share in any 
large scale propaganda. 

The issue of posters—suitable or 








ot—and, reprints of Mr. Bevin's 
speeches, do not | make vital 
propaganda, 
‘PROPAGANDA 
HIGH-LIGHTS 


1. Propaganda visits by R.A.F. 
Pilots are invaluable . . . but 
less than 100 such. visits are 
made each month. — 
Arrangements for looking after 
visiting Pilots are inadequate. 
3. Posters "just arrive through the 
post" They must be changed 
at least monthly to avoid irrita- 
tion. 

“We received 106 posters . . 
one for each five workers." 
Concentration on tanks Бу 
Beaverbrook makes other workers 
feel they. are not important—in 
other words, ne countervailing 
propaganda from other depart- 
ments. 

“We didn’t even know the 
Russian Trade Delegation was 
coming.” 


PA 





“Live” Propaganda for War Workers 


As an example of what could be 
done we give details of a scheme for 
one group of war factories which is 
said to be working well, It isa clever 
adaptation by the Ministry of Supply 
of the best of the “independent” 
schemes to which we have referred 
and should produce resylts. 

Nine newspaper men have been 
appointed to the production areas 
which correspond roughly with the 
Regional  Commissioner's districts. 
Their job is to give to every factory 
worker in their area a clearer idea 
of what this war is about—and to tell 
them how what they are doing is 


Most of th 


helping our aim 


Relations Officers ate technical Press. 
y are talk- 
ing; some of them have worked in. 


men and know of what th 


factories. | 
Unfortunately: the scheme can ‘only 
be worked in M.O.S, factories. Many 
works depend on M.A.P. for propa- 
ganda; others on the Ministry of. 


Labour, The Ministry. of Information 


brings up in the rear. 


~ 


There shonld be some method-al, 


co-ordinating all this effort and ot 
ensuring that all sections oi our vast 
war production machine get their 
fair share of really inspiring pro- 
paganda facts. 

The M.O.S. scheme below сап, if. 
desired, serve as a working basis. 
Coupled with it should be the best 
features of the — "independent" 
schemes. 





Seven-Point Approach to Workers 


1. Posters. The M.O.S, is issuing 
a series of ‘news’ posters far in 
advance of the indifferent exbortatory 
poster that we have so long been 
accustomed to. The idea is to pro- 
düce topical notes at news speed and 
to give a factory news of what has 
been dore with its products within a 
few days at most of the first com- 
munique, A number of Russian posters 
are being circulated with good effect. 


2. Charts. Production charts are 
more permanent than posters and 
can be quite as informative. They 


may be used for the frankly propa- 
gandist scheme or better still can give 
production details towards а set 
target, either of the factory as a 
whole or of individual shifts—possibly 
the best way. 

3. Films. These may be either 
entertainment or education, or both. 
They can provide entertainment pro- 
grammes in factories remote from 
towns or may produce training films 
for recruits, Projectors have now 
installed in works employing nearly 
250,000 workers. "Propaganda" films 
such as the best of the Russian shorts 
now in this country are included in 
most programmes, 

4. Radio. This has moved some 
distance from “Music While You 
Work” though this particular feature 


remains deservedly popular. The 
works radio can be used for calling 
executives to a conference, for 


announcing some change in policy, 
for the commending a particular shift 
fer a good job of work and for many 
other purposes. 

5. Inter-factory Visits. These are 
encouraged so that workers who are 


engaged on part production may see 
what happens to their work and get 


some idea of the finished job. This: 
luable between | 


is found especially va 
contractors and the many si firms 
who are doing sub-contract work, 
often in country garages. 

6. Service Visits. 


who use them is fostered by a most 
valuable scheme of service visits 
under which ' selected parties 
workers—for example, the leaders of 
the month's most successful shift— 
are taken to see an R.A.F. operations 
station or the H.Q. of an Armoured 






Division. Under the same scheme of 
direct contact details of successful 


engagements are sent to the factories 
where the plane or tank was made 


and where the shells were filled. Some” 


similar contact system remains to be 

worked out for the Navy. i 
7. Factory Talks. 

the “pep” talks of the last war, but 


The system of. 
"direct contact" between those who: 
make the weapons of war and those 


of . 







These аге not. 


something much more ‘vital, Service ` 


speakers now go down to the 
factories and give the workers the 


story of what has been done with” 


the tools they have made. During the 


' past six months over 500 such 
speakers have talked to M.O.S. 
workers, bomber pilots to bomb 


makers, А.А. men to gun factories,” 


merchant seamen to shipwrights, and 
this has proved one of the most 
effective of all the propaganda 
schemes so far envisaged. 

In our June issue we hope to give 
details of one or more oi the 
independent propaganda schemes“ 
which have proved their value to the 
Nation, 





LIGHT IS ENERGISING. In the brightest days we are fittest. How 
important it is, therefore, that in these strenuous times; when the 
nation's need calls for the greatest effort, the interior of. vorkroom 
and factory should be kept bright and radiant—as all walls of brick, 
stone and kindred materials are when painted with * Snowcem.^ 
Moreover, ‘ Snowcem’ is damp-proof, it is hard and durable and does 

пог flake—and hygienic, because it can be cleaned by brushing or. 
washing without staining or damage. It is supplied in white and 
broken white, to ensure maximum light reflection. 


. SNOWCE 


PAINT 


THE CEMENT MARKETING COMPANY LIMITED - THE CLUB HOUSE - COOMBE HILL - KINGSTON-ON-THAMES 
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R. F. J. FERRIE, joint manager 
of the firm concerned, has 
just sent us the following information 
covering enquiries from readers of 
Business on his scheme for paying 
orkers’ income tax (v. page 14, 
larch Business), 
© (a). А worker does not pay interest 
on the advance made on his behalf by 
the company to the Inland Revenue. 
(b) The man who is assessed with 
50 income tax on earnings of £250 is 
im fact paying one-fifth of his income 
in taxation—4s, in the £. An effective 
ate in the £ can there be simply 
€alculated and divided into 26 weekly 
payments upon the.actual earnings of 
each individual: 
(с) A^ written consent was obtained 
from each individual enabling the firm 
to continue deductions at the same 
rate in the £ during the period of 
maximum wages, (The scheme was 
introduced to cover the period of. 
minimum wages). In this way the 
tm is, reimbursed for the amount 
reviously advanced to the Inland 
évente, 
(d) їп the event of the scheme 
being approved and adopted by other 
ompanies, an appeal may successfully 
be made to the authorities to remove 
he necessity for the firms to finance 
the difference between actual deduc- 
"tions during a winter period and the 
present statutory liability, So far this 
s been refused on the grounds that 
uch a special privilege cannot be 
ccorded to one firm alone.. 
fe) Such finances would be un- 
mecessary if the scheme was intro- 
uced during the period of maximum 
Wages, summer in most industries, 
hen the individuals within the first 
ction period would almost cer- 
oversubscribe their liability. 
he scheme is quite unofficial and is 
iperated on a voluntary basis between 
management and the workers. 
Cf). When submitting the scheme to 
à mass. meeting of the workers, the 
anagement pointed out that bad 
qtime-keeping and absenteeism existed, 
e firm were therefore prepared to 
róduce this system for the benefit 
of the workers upon two conditions. 
^E. That unless timekeeping and pro- 
^. duction collectively improved the 
scheme would be cancelled and 
the firm would revert to the pre- 
sent official system of collection. 
2. That the timekeeping of every 
individual over the previous three 
months had been calculated and 
df at maximum it had to be main- 
tained or if below maximum it 
had to be improved, otherwise 
* 







How We Can Undertake to Pay Income Tax 


for Our Wor ker S—by The Manager of a 


Bootle Firm 


the individual would be returned 
to the official system of collection. 

(g) Acceptance of the scheme by 
the men has been almost complete. 
Five men out of a thousand are not 
using it. These were all men who 
paid their.income tax in one sum and 
not on a wéekly basis. 

(h) The timekeeping conditions of 
the scheme are limited entirely to the 
47-hour basic week, there being little 
difficulty in getting men to work over- 
time. 


(Ò Although an extra calculation is . 


necessary to arrive at the amount to 
be deducted from wages each week, 
the time taken is balanced by the time 
saved previously expended under the 
official system in adjusting deductions. 

(D To work the scheme it was 
necessary to institute both Works and 
Yard Committees to deal with time- 
keeping and output. The Yard Com- 
mittee is so keen about output that 
the management representatives say 
they had to plead with the workers’ 
representatives to give several bad 
timekeepers another chance, and to 
avoid their summary ejection from 
the -scheme. 

(k) As it gradually became clear 
that very few workers had claimed 
all their reliefs, a number of qualified 
accountants were asked to act for 
the workers, As a result, a panel of 
thirty unpaid accountants now assists 
workers to prepare their income tax 
returns by a simple form of question- 
naire to each worker upon which his 
assessment is examined. The services 
of this panel have been offered to 
other firms in Merseyside. 


AMERICA CAN DO IT 

The Treasury asserts that the collection of 
income tax weekly on wages as earned is 
impossible. - What is impossible fer our 
Treasury is apparently quite possible for the 
American. Anyhow, Mr. Morganthau has 
instructed the weekly collection of tax as 
earned. 

Incidentally our own I.R, Staff Federation 
has presented five ways of doing the job, 
including the handling of repayments to 
workers of overpaid tax. 


LORD PERRY’S VIEWS 

UR reference te Lord Perry's views 
O en Workers Income Tax in the April 
issue of BUSINESS contained an unfortunate 
misprint. Referring to the plan for collecting 
stamps by employers, we appeared to state 
that “No worker receiving Less than 10/- 
а day would be tax-iree . . ." This should. 
of course, read ''No worker receiving MORE 
than 10/7... , ". 





Mass Observation's 


Latest Report 


INUMEROUS extracts. from othe 
very valuable report by Ма: 
cud ation on the human penent m 
production work will be } 
throughout this issue. me 

Tom Harrisson and his team have 
done a splendid job. Every reader 
dealing with personnel is advised to’: 
buy and study their report (“Change 
No. 3,” published by the ЕЕ 
Service Guild, 10s. 64.). 


DMITTEDLY the subject of 
personnel reactions is not so 
well suited to Mass Observation’s 
technique as the previous ones (the 
clothes coupon system апа Goverii- 
ment propaganda). For Mass Obser- 
vation's five hundred observers record 
accurately the reaction of a large 
public to a given action or restriction 
at a given moment, Now factory 
workers are generally specialised 
people who have worked in factories 
all their lives, Their reaction to con- © 
ditions, restrictions and regulations 
are not, therefore, simply those of the 
man in the street. ui 
A more serious difficulty arises in - 
the nature of the industrial concern. 
А manufacturing business is a” 
growth, a group of social complexes, 
the result of years of good or bad 
management, of success or failure, of 
the clash of personalities. The re- 
actions of the people to the manage- . 
ment in any business are stüitable. 
therefore only for long term study. ^ 
Further, the troubles from which à ^ 
business suffers, such as absenteeism, 
cannot be studied in one day, one 




















































weck or even one month, Compara- 
tive figures are essential. The inci: 
dence of absenteeism, for instance, 


cannot be studied usefully on опе 
given day, like the prevalence of "flu. 
or cold in the head. For absenteeism 
is an organic disease and not a tem- 
porary infection, Its successful study 
depends on repeated clinical tests over- 
a long period, the comparison of any 
one with scores of other companies. 

On the other hand one feels that. 
Mass Observation could do a grand 
job, if it would isolate one single pro- 
duction problem of a more guperficiat 
nature and give the general worker's 
reaction to it. 

These criticisms are not intended 
to detract from the importance of 
Mass "Observation's unique service, 
nor of this report. They merely 
suggest the limits and therefore the 
possibilities of this new technique. 

CC 











A Handing Matter 





Why do you buy reflectors? Surely it is to provide 
your workers with light so that they can see well and 
so can work well. That is what Benjamin ensures for 
you. Not only do Benjamin make the best reflectors, 
but Benjamin Engineers plan the installation for you 

- (or for. your contractors) so that you will be sure of 
the most suitable lighting for your operatives. 


ENZAMIN . 
LIGHTING 


Benjamin Electric Ltd., Brantwood Works, Tottenham, London, NIIT 


'elegrams t."  Benjalect, Southtot, London." Telephone : Tottenham 5252 (5 lives} 






















METHOD. D. OPEN ITEM TYPE 2. 


SPECIMEN: STATEMENT NO. 4. 


THIS 











THE BLANK | MANUFACTURING ст 


LONDON. t.C.1. 


BEMITTANOE АЛОО ЕОР 


Vestes НИСЕ 


Pde ra eh saan sees por Pris PPM 


Dear Sire, 





enclosing chee for £440.70. 7. Riu. 


wil be indicated ag "Pert" on subsequent statements. 


DIFFICULTY arises under 
Method C where a remittance 
їзїп settlement of, say, the whole of 
othree invoices and part of a fourth, 
„ав where an item оп the fourth 
invoice is under dispute. In this case 
the pulling clerk must perforce leave 
l. four debit cards and the credit 
card in the "unpaid" tray until the 
dispute is settled and either a credit 
“note issued for the disputed amount 
ога supplementary remittance re- 
ived in payment thereof, 
“Method D. legislates for these “ex- 
“ceptions” inva clear manner by intro- 
ducing the use of a Кеша 
“Acknowledgment” similar - that 
‘illustrated. The purpose of this form 
s self-evident. Whenever occasion 
arises it is made out by. the clerk in 
charge of the "unpaid tray" and dis- 
patched to. the customer with the 
~. official receipt. 















Туре ‘D’ System in Detail 


„ As the name implies, 
is very similar to. Method. C but it 
incorporates a development or refine- 
.ment of a novel nature. The differ- 
ence lies in the treatment of "payments 
on account” or other credits which do 
exactly clear specific debits. It 
“be remembered that under 







MEL EE 


А 
Wo actrowletge with thanke the receipt of yoma of tne. 27 fos 
eni attach hereto our official 


s MM A RUE rara toe made (viz. £360.) 


Sexcmen Rewrrrancs. ACKNOWLEDGMENT vsb матн Meruop D 


this method. 






(by W. Deacon, A.C.A.) 











Last month we published a 
description of the System "C" 
punchcard sales ledger. In 
this issue Mr. Deacon discusses 
the added advantages of using 
the allied System “D”, which 
incorporates the best of "C" 
in addition. Both of these 
systems, once installed, can be 
used repeatedly. 
















Method C the credit cards in such 
instances are placed in the "unpaid" 
tray so that later, at the end of the 
month, they appear in the credit 
column of the statements and are 
subtracted by the Tabulator. Such 
credit cards remain in the "unpaid" 
tray until such times as another credit 
item comes along for the outstanding 
difference, 


-The Customer Who Leaves a 


Debit Balance 

ln some - instances this method 
of treatment is apt to prove 
cumbersome, as where a customer 
never troubles to clear his account to 
a specific point but persists in sending 
cheques for round amounts. The 
“unpaid” cards for such a customer 
soon become too numerous for con- 
venience and a point is reached where 
the net indebtedness has to be 
recorded in the form of one balance 
card which is carried into the next 
month. 

At the same time two debit cards 
are punched in respect of the split 


invoice, one for the paid portion. 
and one for the unpaid portion. 
The latter card is filed into the 


"unpaid" tray whilst the other card 
joins all other pulled cards for the 
day in the production of the Cash 





SALES LEDGER SAVES 
“« POSTING ” ~ 
System ‘D’ Explained 


PUNCH - . CARD 









Proof Tabulation, where it has. the 
desired effect of producing a "Nil 
Balance." Both cards contain the 


‚ alphabetical punching PART instead 


of GOODS and therefore the unpaid 
portion of the invoice appears quite 
distinctly on the next monthly state- 
ment, (See specimen statement.) 


Further Advantages of 
System ‘D’ 


In some classes of business it would 
appear feasible to apply the same 
routine even to-Credit Notes in which : 
case the net effect would be the com- 
plete disappearance of all credit cards 
from the “unpaid” tray, This in its 
turn would mean that the credit 
column of the statement could be 
dispensed with and narrower states: 
ment forms used, No subtraction’ 
mechanism would be necessary when 
tabulating such statements. 

The additional advantage of- 
Method D, which incorporates all the 
benefits of Method.C; is that it. pro-. 
motes the immediate’ clearing up. of” 
every odd amount or query instead of 
permitting it to lie hidden and "fester- 
ing” somewhere in the sales ledger.’ 
A dispute on one invoice is not 
allowed to interfere with the settle- 
ment of several others and both the 
firm and the customer are left in no 
doubts as to how an item is being 
treated. 

The requirements of a sales ledger | 
system as stipulated in the opening 
paragraphs of this review are satis- 
fied by punched. card methods and 
a high degree of efficiency is attained. 

The basic reasons for. this are two 
fold: (a) As in all punched card 
applications, the cards, having once 
been created by manual effort, can be 
used repeatedly to serve many 
different purposes, all printing, adding 
and subtracting being — performed ^ 
mechanically. (b) Unlike other sales 
ledger methods the "posting" is very 
much simplified-—firstly by the sort- 
ing machine, which- arranges the 
“entries” in exact account number 
sequence, and secondly by the Tabula- 
tor, which obviates the need for pick. 
ing up an old balance every time a’ 
posting is made. 





Russian 

proverb ^ Measure your clo 
ten times; you can only ct 
once," is a useful reminder to : 
those who have no automatic 
aid, but when it comes to | 
measuring tea, you'll find that | 


our Tea Measuring Machine will - 


Bread Slicer, 


measure accurately and quickly. 
And in times like these, dis 


saving will soon pay for its cost. 


* then.. ir mustat a prot 


af 0 ALSO | 
CREATORS OF MODERN KITCHEN EQUIP 
29-31 CREVILLE STREET, LONI 


Telephone : HOLborn 3744 (6lines) Telegrams: METAL 


* 










: Essentials 


HE general function of every can- 
: teen should be to provide maxi- 
mum. possible service in the way of 
ood meals, providing a well balanced 
diet, attractively and expeditiously 
erved at the minimum of cost. At 
е same time the manager should 
ive to build upa. small working 
surplus with the object of providing 
r less prosperous times, and for 
mproving canteén amenities and 
ipplying a contribution of Works 
Nelfare. Funds. 
he employees in the factory should 
б encouraged in every possible way 
regard the canteen and all catering 
rvices as their own personal show in 
hich their practical interest will 
always be welcomed, and suggestions 
improvements “carefully  cofi- 
































d. 
Тһе word "profit" generally should 
of enter into the manager's conver- 
s as it.is the usual practice for 
he Management to provide building, 
quipment, light, heat and power, and 
по actual profit is- normally derived 
from a canteen, 
The word “surplus” 
substituted. This 


might well be 
wil disabuse 





“London Office o- 
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for Canteen 


workers of any idea that money is 
being made out of the provision of 
what are rightly regarded as normal 
working amenities. 

The canteen manager 
centrate on obtaining the whole- 
hearted support and co-operation, 
firstly of his kitchen staff, secondly 
of the factory officials, and still more 
of the operatives themselves, for it 
is upon this co-operation that the 
success of all the catering arrange- 
ments is so largely dependent, ` 

Eight main points which have to be 
considered by the canteen manager 
when opening a canteen are given :— 


1. ALLOCATION AND RATIONS. 


These points are often a serious 
worry to the inexperienced. It is 
well at the outset to get into touch 
with the local Food Officer and enlist 
his help. He will be able to smooth 
out most of the-troubles and ensure 
that the canteen obtains the maximum 
permitted allocation. of all rationed 
commodities, and will generally give 
guidance on the best means of obtain- 
ing other food stuffs of the non- 
rationed variety. The main allocations 
are, of course, based on the four- 
weekly returns which have to be made 
regularly to the Food Office on which 


must con- 


DROW CONSTRUCTION LINT 


-© Building and Civil 
Engineering Contractors 


- 10, ST. GEORGE 


iiy mt 


Foy 


2. б. Gardiner, 


Managing Director; 











National ` Catering 


се М 
Service cc 
in 
are declared the number of different 
types of meals and beverages served 


during the preceding period. 


2. MENU PLANNING. 


lt is advisal Ме to plan menus two 
or three days in advance as supplies 
have to be obtained and the necessaty 
arrangements made. It is not possible 
in these times to order just the food- 
stuffs required, and alterations will 
often have to be made-at the. last. 
moment, If, however, menus ‘are 
already planned it*is a simple matter 
to substitute one day's for another. 
It is not possible to provide an expen- 
sive meal every day, the cost of which 
is met by the charge made to the 
workers, but adjustments can be 
made by supplying less expensive 2. 
dishes when the opportunity offers. 


3. BASIC PRICE OF MEALS 


This may be fixed by the manage- 
ment or by the Workers’ represen-- 
tative, but it will be useful to give 
some idea of the prices which are 






usually charged in industrial canteens, 


although these may vary slightly 
according to the degree of amenity 
offered and the average wage rate of 
the. factory. Generally speaking, the 


prices now charged are as under :— 
Main теа! (meat or entrée) and 2 со. К 
9d. 


Tea, id. ps eup, > 
Sweet, 21., 21d. or 31. 
(Continued on page 38) 


STREET, LONDON, М.І 


5 Phone: WAXlow 2566 (8 lines) Also at RUISLIP ROAD, SOUTHALL, Middx Grams: ` "Taywood, Southall” 


And Branches throughout the Country 















Treatment of 
EYE 


INJURIES 

















by 
Works First- Aid 
and Welfare 

Officers 













The quick service of 
refreshments is easily effected by 
the use of SPEEDISERV units, 





You know that сус hazards are the most serious 


of all -fatal industrial risks. x 
Che ones a. аа They,are of all steel welded-constric~ 


tion, mounted on rubber-tyred ball- 
bearing swivel castors and attractively 
finished in hard-wearing cellulose to 
approved shade. 


You know that despite every precaution, the 
provision of guards, screens and 
goggles, eye accidents still occur. 


























You know that to treat eye injuries (as а 
preliminary to medical attention) 
you needed a simple, efficient and 
practical syringe type of apparatus 


Tea, coffee or any chosen beverage 
may be prepared in a remote kitchen 
and the stainless steel lined, insulated 
SERVOT urn ensures that flavour and 
temperature are not affected in any 


You hare in the Optrex Ocular Syringe an 
ace way. 


apparatus scientifically designed to 
produce accurately controlled jets of 
lotion which, free from air, thoroughly 
and completely wash the eyes; an 
apparatus so safe, so simple, it can 
be, self-used by the casualty without 
assistance. 





- Illustrated is the SPEED E 
with a service capacity for 
We shall be pleased to 
details of the entire 
request. 






‘You hare in Optrex Lotion, used with the 

; syringe, an antiseptic, anti-congestive 
and tonic eye lotion which provides 
„certain relief for ‘ arc-eye, that * sand 
in the eye’ sensation, and a complete (E 
irrigator. 











STREET, LONDON, N.W.1 


PADdington 4086 










Telephone: 





particulars can be had on request. po Ы 






| Theres потот 
n, mow lor 

-| Diplodocus' 
|. direction 





; m 
He: efficiency of a-factory is not dictated 
the size or completeness ef its plant— 
t by the quality of its directing organisa- 
and the co-ordination between the two, 
t is simple truth, and it holds good 
oughout the entire field of activity depen. 
on MAN'S capacity to put two and tws 
ogether—hefore as well as after the event.) 








Its there may be in the factory or in the 
and correction of them will improve 
esults, But no amouné of correction—after 
ж event—can ever be.more than a palliative 
“long as the true cause lies deeper--baek 
in the system of direction—in the planning— 
the paper work—in- the control, 


Methods and mechanisms, which enable men 
nadwomen to see a-elear picture of their 
jectives, which stimulate them to do ail 
things. necessary in time to reach the 
jectives, which reveal at a glance just 


€; regret that- our heavy priority 
mmitments preclude the possibility 
instilling Kardex except to those 
idus 


Control,” by А, R. Jackson, sent 
post free on request te Dept. 526 


* n 





















T he latest. booklet, “Production | 
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stituont 
The new produc 
stickv and 






NEW * 


several hours in the drying 









AVINGS of 
S ані finishing processes of пећ diver 
industrial proce: 
latex, fruit or 


finishing ami the bard 


th 





eonüitioning of 


С] 


as 


ani abrasive 





of aint and 










far 


varnish c fo imed 


the 


met 





ting 





latest infra-red dieat np 


> is nof alteget 


system, 





hé use of infra-red fant 
* 

new, but lutest methods of lamp manufacture 
nu their 


re given where 


mo speed even 





have succeeded 






known acceler: 





the use tit-heat lamp has ent the time 





eorrveetive hea, tre 





usnal 


the 


taken Бу 





ment (1-4 hoars) down to from 2--14 minutes 
Against uir-drying the figures are even more 


impressive. Air drying of paint on advertising 





RE-PAINTING INCREASES PRO- 
DUCTION 


NOREASED production, saving of eyestrain 
I aml general fatigue amon 
a definite saving in lighting eo 
by the Engineers’ Department of the L.M.8 





t workers, aud 
ned 








в аге clai 















tailway as the result of experiments with 
re-painting im some of their shops. 

Black out conditions, combined with extra 
strain in other ways have definitely affected 
producigon in many works and L.M are 
no ion lt was therefore decided as 
an t rimeni to paint a group of machines 
n al light buff colour and wateh the 
effects, 


The scheme has proved so satisfactory that 


over AM) machines have already been рдей 











and more are being done. At the same time, 

al p walls are being whitenad above a 

fefoot glossy Баск skirting. АП roof 

members are being painted in light stone 

colour, 

Prodnetion resulte . are satisfactory, we 
and there has been u reduction in 





necidents, 


TWO NEW INDUSTRIAL 
PLASTICS * 


D TAILS have rea 


industrial 
ene of w 





hed 
пец 


of 


plastic mate 


us two new 











uses 





jals, 





nn eni 





rely new heat-resisting 


silicon, 


Demonstration models which actnaily work 
are being produced from transparen; east 
i the machine parts being actually 
just as they would be from metal 

means fhe е may observe 






Hs of such things 








The new heat-resisting silicon plasti 





find à consid field as insulating coating 
for electric wires in heats up to 5500 in 
vaeunm, for sheet insulation and as s eon- 





of coating and se compositions, 








ionrless and non- 
any acquired to 





cear. C 





ret 





pe up 






ар ind 


s Бу Dr. V, E. Yarsley, Р.С. 





Wo an ari 





actory Equipment 
and Supplies 
"INFRA-RED ” DRYING AIDS PRODUCTION 





signs took 12 hours; the new lamps reduced 
this to. 7j minutes, Where ihan one 
coat of paint or varnish is required? ~uterally 


mare 




















ays may be saved. 

The lamps üt а samewhat lower 
heat than ordinary incandescent jamps and 
have a life of up to 10,000 working honre. 
They are made in two types, with carbon от 
tungsten filaments. jn 230, МЮ and 1. watt 








They are  nsually arranged in tunnels 
through which the work is passed or geou- 
veyors, The maximum — economie — density 
appears to be jn the neighbourhood of 16 


watts per square inch, 


PRE-SHRUNK GARMENTS ARE 


STANDARDS 


HE Beard of 
lighted. the r 





Trade has rec spot- 


hrenk £nish of workers 











garments by specifying this treatment for 
standard cloths for Utility garments. This 
endorsement backs up the practical tes imony 
uf a number of leading wholesalers and 
makers-up, 

The Bradford Dyers’ Associatiun, patentees 
oi the “Rigmer' finish. orm us that they 





anticipate а vastly inereased demand for pre- 






shrunk cloths as the result of this commen- 
Ration-—-whieh added to their already great 
popularity should result in "Higmel" being 
brought to the, notice of the majority of 


factory workers. 


ANOTHER SYSTEM OF 
LIGHTENING SHOP INTERIORS 


HE treatment of bare brick or concrete 
walls which will provide the maximum 


light reflection and does not need? [frequent 
re-painting ja something that ix «ought by 






Neither of these 
to k or 
a often 


most maint 











ASSAY Y. 










The makers of "Snoweam'' claim that this 
paint is made with a nentra g base of 
white cement which permits application 
to brick and concrete surfaces direct without 








any of these drawhaeks, 
They state that it sets with a rock-hard, 








water-repellent suríaee that oan be cleaned 

fown again and again without rent 

leterioration, It ean be used for workshops, 
teens, first-aid rooms. e 








Ф Readers are invited to make use of this 
valuable information. The name and address 
of the manufacturer of any product described 
may be had on application to the Editor, 
BUSINESS, Whitefriars House. Tallis Street, 
London, Е.С.3. 

€ Manufacturers and distributors are invited 
to send complete information about their NEW 
products for inclusion in this feature. 








SINK UNITS 
WORKS CANTEENS 


HOSPITALS, INSTITUTIONS, 
^ Ete.. 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS — LASTING BEAUTY 


DURABLE and RUSTLESS 


Being Built on the Unit Principle 

can be supplied up to 8ft. long, 

giving Double Drainers and 
Double Sinks. 


Wre or EASICLENE PORCELAIN ENAMEL(1938)Ltd. 


PALACE OF ENGINEERING, WEMBLEY. Telephone: Wembley 336 














This model "gio" 
Bowl 16 *13" 
Overall 38 





NOTE THESE ECONOMY s. Burns’ Anthracite or Coke, halves fied by 


„Ш ALL [| RELIABILITY Sinmun ences 
FOR NM FOOD VALUE Т, 2545, pn ылы 
TRADES & PU RP SES . x ҮНС Sy diee Treble dr eis 
COOKE ER LABOUR SAVING са ассо 
EFFICIENCY боёш 07е" 
BOILER SUIT 5 ADVANT TAGES plate PR eee bail ] 
е INDEPENDENCE et sed by supr 
BIB & BRACE 
OVERALLS 
. 
COATS, JACKETS, 
APRONS, etc, for 
MEN and WOMEN 


“VOLE. 


RIGMEL SHRUNK 




















When writing for particulars 
Garments are in Khaki, Blue and ask also for details of ESSE Steam 


Grey; pre-shrunk, which guaran- Cooking Equipment, which incorporates 
tees against shrinkage in the wash the latest approved safety principles with 


Н, WHEELER & COMPANY LTD., г "s 


107 LONDON ROAD, PLAISTOW, LONDON, E.13 
PHONE : z- GRAngewood 4071 (5 lines) 


PRICES амі 
PATTERNS 





Head Office & Works BONNY BRIDGE SCOTI 
bandon Showrosing 
63 Conduit St, чуп H Ludgate’ Circus: жа 


Ё А [LIVERPOOL - - 
Cooker Company Acor EDINBURGH - 


ешр co. Wolliteod Lid. Ea. 1454 LASGOW - > Н Dixen $t 















Britain an unpre- 
céedented: submission — to 
1 üment control" says an Ameri- 
“can journalist and the sentiment is 

the 








clearly needed we accept it 
| bitum asa war-time measure, But 
lere civil servants become imprac- 
qical, we do all in our power to 






Speed, urgency, no bottle-necks. 





fewer staff. 


systems. 


entre of your organisation 


Let us send you details 


SHANN 


he E 


American 


/ Can you cope 
with this 
extra work 7 


These are to- 
day's war cries, and often with more work and 
How to cope with ic? 
staff as well as your workpeople up-to-date 
Shannoblic, the modern suspension 
filing system, saves time and temper and makes 
or smooth and swift working in the nerve- 


OBLIC 


FILING 


IMPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2 


: And at Birmingham, .Bristot, Liverpoel, Manchester, Newcastle, Glasgow (Agent). 


[[ * ө г Г: а 
point out the obstacles to the course 
adopted. . 
The Official tax on accounting 
machines, and for that matter. office 
appliances and equipment as a whole. 
is a case in ропи. Under the new 
Budget all forms of account keeping 


are set down for tax at the full rate 
of 334 per cent. 









But modern office machines and 
methods are an integral and vital 
part of modern industry, they are in 












Yes, Sint Y 
‘now we've got 
SHANNOBLIC 






2 





Give your 


* Quality equip. 
ment of every 
kind, tiling 
systems and 


supplies, visible 
record systems 
and office furni- 
ture may be 
inspected at 
our showrooms 
throughout the 
country. 


SPEED AND 
ACCURACY 


SPLIT-SECOND 
VISIBILITY 


NO RIDING UP OR 
SLIPPING UNDER 


ADJUSTABLE 
FRAME FOR ANY 
FILING DRAWER 






sea luxury and are indeed, 
the main, closely licenced or. cor 
trolled, in some form or other, 
the Board of Trade, A vex 
This is a plain tax on efficiency and. 
is wholly wrong in principle, it 
implies a return to the "dark ages" of 
clerical labour ad lib. We are tree foc 
employ two men to add up figures зй 
their heads, but if we employ one: 
girl and a computing machine this 
latter will be heavily taxed. : 
The really absurd fact is that.oy 
eighty per cent, of all these machines 
and systems are being purchased by 
the war industries—thus the Govern- | 
ment is paying its own tax, 11 gains 
nothing in real revenue on the credit 
side, whilst on the debit side, it 
osters a wholly mischievous concepe 
tion that the tools of modern office 
‘efficiency are dispensable etceteras, A 
idangerous outlook for a nation at 
igrips with highly mechanised, efi- 
icent and ruthless foes, It is all-of-a- 
‘piece with the mentality which 
ordained that a man with a red flag 













































should precede a motor car, This 
Пах should go! 

MACHINE AGE! 

| IVIL Servants have been re- 


sponsible for an enormous amount 
iof waste in the new equipment pro- 
vided at Government departments and 
(Government controlled establishments 
Оле Government department requisi- | 
tioned six machines at £500 each for 
[tabular work involving a number of 
columns of additions. One of the 
inecessities was an outsize carriage, по 
Jess than twenty inches wide. Owing 
ito the shortage of machines, no such 
imodels were available for the job. 


Опе Eighth the Cost 


| One of the accounting machine 
firms was asked to investigate the 
problem. [ts investigator quickly dis- 
;covered that the figures set down side 
iby side in a series of vertical columns 
and tabulated on a large sheet on an 
expensive accounting machine, were: 
in fact completely independent i 
ings, He demonstrated to the officials 
‘concerned how the same-result can be 
‘obtained in even less time and at an 
eighth of the cost by using а simple 
listing machine. At first the officials 
were highly sceptical, insisting’ on: the 
provision of elaborate accounting 
machines. But in face of the results 
seen at the demonstration opposition 
melted away. This work is now being 
done faster and far more economic- 
























Aly on six small listing machines 
‘costing around £60 each. 


. The difficulty with the Government 
official is that he is under no necessity 
ito show a profit, therefore to econo- 
mise," For that reason the Treasury's 
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(Concluded on page 39 foot col, i) 
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| vm IMMED ATE DELIVERY — ad | 
INDUSTRIAL SEATING 


THE *KEMCLO " STOOL AND LOCKER ! 
COMBINED Pat. No, 536472. : 


i 





MODEL 2 
as Hustrated 
25/4 


ARGE COM- 
; MENT and 
SPECIAL SEAT 









WITH PADDED SEAT 
. 80j-. 
} OTHER MODELS 
+ FROM 14/6 and 18/6. 








| € ALL METAL 
CONSTRUCTION : l 
More than a century's experieace 
of sound construction is embodied in the mami 


facture of Milners’ Office and. Factory Equipment 


MILNERS SAFE CO. LTD. 


Ф LOCKER UNDER 
SEAT 


@ CAN BE MADE TO 
CUSTOMERS' OWN 
i HEIGHTS 





21, HAMPSTEAD LANE, LONDON, N.6 
Telephone: MOUntview 6655. 


*“KEMCLO”znarpware Co. 
55 Netherwood Street, London, N.W. 6. 
MAlda Vale 1334 





| In thousands of busy fë 

| - nes ER on war production Wilkes 

| : Cards are being used to record 
cost the time taken in a 


One Machine does work of Two T науч ens and pe 


Continuous Form Billing in addition to regular typing | |. Time Cards for clocking л 


уш еШ actually does the work of two machines and out of the. factory, p 
when used with "'Fanfold" Continuous Form Adapter, " А ark. is 
because the many time and money-saving methods of the cards where payment. is 









Continuous Form Billing Machine are added to all the | E ect Б > achine "Mern c m "S 
а OP REQUIRE toning | " ў machine production cards, ca io 
"Fanfold" Continuous Forms typed over our Attachment j 5, control outworkers, or any other 
effect savings in Billing time and costs, ranging from 1794 i : ^ Р . 
to 78%, without affecting the operation of the typewriter | n а = time or piece-work card vou 
for regular correspondence and other purposes. | : i " ү a. Үш 
‘Fanfold” Adapter places no strain whatever upon the i : use can be supplied by Wik 
typewriter carriage; because of the very simplicity of con. i 
ов and operation there is nothing to get out оѓ i ESSENTIAL ORDERS ONLY, PLEX! 
order. : oo 
| JAMES WILKES 
a f) | z Commercial & Industrial Pon! 
И Sai (A | : BILSTON, STAFFS 
MAE REI б Sale 1 Also at London, Birmingham, 
NORTH CIRCULAR ROAD, LONDON, N.W.2 ` Manchester, Leeds, 


Tefephorie: GLAdstone 5477 (3lines) 









3 Short-Cuts to Өшсе 
: "E qoc Efficiency - 
But it needs the initial effort to make a start. Many T i 
factories have long delayed the tidying-up of their — 1. s mcm Inter- Office 
internal routine for lack of that initial effort — and _ к со ЕСИ 
„now there are more excuses than ever. Industry has по | үү ! hee cheek і 
time to stop and think: the call for output is pressing, кл 
and must be answered : perhaps, when peace comes... 






























арра faultless inti 





} оп letters i, which 
} in p ag con vilal eor 


tune stamped by 


goes 








iette 















as Opened are 
їп the S e 





f | Ше цы WE 
BUT, NOW IS THE TIME! EXT 
ANDE , в | thus providing 
and within a few short months—even weeks—further 
increased output can prove the value of an up-to-date | ME 

: . euch execntive’s s additional sp ; 
Production Control technique and a planned co- take notes of mstrne Hem the 


ordination of all departments, while mechanization 
of Works routine can reduce the clerical burden 





me stamps th 
of possible le 

The same 
stamp p.deviee; ; 














& . |: 2. Cuts Out ALL Envelopes 
and at the same time ensure accuracy and efficiency | o“ ei Aha questionaire: sont SL 





y 


on simple clear-cut lines. Business during the last few. weeks! 





this ofice duly filled in, but 
transform ito a letter-ea It had been 


ND WHEN PEACE COMES p d еу Mona ARE 
blank side, The edges had then bh 


binder whieh had 


came E 











à erimped 





all round by the '""Fermafix" 


there will be the legacy of a tidy house, ready and „ал ihe packet suficientis 
prepared to make the most of every opportunity. it tn stand handling by the Postal а 


At ihe same time no damage had been done 






Now is the time to make that initial to the contents and if was a simple matter to 


diseiose them. 


«B&A 


effort. Let our Systems Department send The firm informs us that they obtained the 
IMPLEX 99 an experienced investigator to discuss machine before the war and that it has 
given every satisfaction, The maehine should 


with you your production routine prob- prove of considerable value im dealing with 
lems and suggest improvements. Your the larger sheets of better-qualiby paper. 


ээ uM : Е 
“BANDA initial enquiry involves no obligation. i 
EQUIPMENT 3. Another Carbon Hint 


ARBONS. that have been used for тере» 
YR , BLOCK & ANDERSON LTD. C «sm 
692 2 * я " A x 


For example, when long tabulations bave to- 

‘OLD MILL HOUSE’ - TRUMPINGTON ROAD - CAMBRIDGE be type 
Telephone: Trumpington 305 (3 lines) surrounded by an untovched area, 

Careful warming, the carbon 
e from an elect 









there wilb be acdefirite worn patet 





teing bung 
stove or 





Specialists in Production Control Technique and Manufacturers 
of Equipment for the Mechanization of Works Routine. 





at a safe d 
1 radiator, will eause the “Маск” to ron gud 
Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool | cover the bare spots, ` 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton | (Two More Tips c on п page 36) 








ж The back of the carbon paper is coated witha вва. V 
preparation which gives it a GLOSSY WAXED -— 
SURFACE. 

*it DOUBLES THE STRENGTH of the carbon paper. 
Waxcraft carbons DG NOT "TREE" OR CREASE. like 
ordinary carhon papers, 

жи WILL NOT RUB OFF. on to your fingers, mor 
will the carbon copy itself smudge. 

*COSTS NO MORE than ordinary good quality 


typewriter carbon. / 


Sampíes and details from 


STANDARD OFFICE SUPPLIES С° 


57 FARRINGDON ROAD-LONDOON ECL 


(Tei: CHAncery 5561.4 Lines} 


CARBON 
PAPER 








a 


оз. тет : 
: EER Al T A Storage Racks, Bins | 
LIMITED ay Md alia for Factories 






Steel 
STACKING CHAIRS 


Е CANTEEN TABLES 


Besides the Factory inspector's 
wwüstence on adequate canteen accom. 
modation, prolonged work on Govern. 
"ament contracts makes it necessary 
“for workers—factory and office—to 
take their rest periods and eat their 
meals in properly equipped surround. 
ings, Efficient, strong and hygienic 
tables and chairs contribute largely 
to the workers’ welfare, If you are 
engaged on War Work and your tam- 
teen furniture is incomplete, send 
for descriptive leaflet of EVERTAUT 
Ganteen Tables and Stacking Chairs 
йо 

EVERTAUT LTD., WALSALL ROAD, 
PERRY BARR, BIRMINGHAM, 22. 



























by the installation of a suitable F SHOLOW 
Storage System, On the left is shown one of the Hg 
types of Shelving, and on the right s section © 
FLOWRACK, FISHOLOW Factory Equipment. 1 
many other types all of which igned 

construction principle; also Trucks, 
porters, The extensive range and dim 
facilities enable most requirements to be promptly met, 











lm b : 
amt. Traina 














Proprietors: J, B. 
Brooks & Co.Ltd.) 





FISHER & LUDLOW Lid, б, Dept, 
Rolfe Street, Smethwick 
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STORAGE 













“CHARTERHOUSE” | 
REVOLVING TRAYS | 


(Patent applied for) 


Just as necessary in the Office or Works as a 
Calculating Machine or a Costing System. They 
enable the busy worker to deal with papers system- 
atically, and are always handy but never in the way. 


Jj. SAVE SPACE AND KEEP THE DESK TIDY 


A popular song affirms that "Old Soldiers 
never die, they only fade away." 







New? IN ke | 
COPYING PENCIL 
have served faithfully with “ The Colours —rheir 


popularity shows no signs of dying and the records 
they produce certainly never fade away. 


With a pedigree each and every record is 
INDELIBLE and what is more—the maximem 
| | number of copies is obtained in Manifold 






















STEEL TRAYS 18} X 01 X 2} ins. | Duplicating. ; 
ILLUSTRATION SHOWS TRAY DETACHED | nd : 
н | Always specify“ EDIGREE "-—the SUPER-COPY. 
EACH TRAY IS EASILY DETACHABLE AND | ING Pencil, for permanency in records, andfor 
INTERCHANGEABLE Е НІСНЕЅТ QUALITY Graphite and Draughtsmen's 


pencils—use only * Kings Own” iPedigree's own 


SUPPLIED ALSO IN OAK | Gun. 


C. W. CAVE & CO. LTD. | 
: Radiant Works 


BARNSBURY PARK - LONDON, NI |. 
І Telephone : NORth 4457 | Sales & Enquiries to:— 
i i BRITISH PENS LPD., Bearwood Road, Birmingham. 










PRODUCED AT TRE BIRTHPL 


CUMBERLAND PENCIL C 

















4. 

ANY ‘junior: typists show considerable 
M" ingenuity in retyping — mis-spek 
s and garbled sentences so ав to leave 
rdly any. trace of their mistakes, The 
ffect, as regards the recipient of the letter, 
ag also, the writer if hé te in a hurry. 
Hent but an awful lop of time is wasted 
in this repair work. Partichlarly at the 
moment thie is a serious matter, and it should 
be checked from the beginning along these 



















tever corrections have been made show 
ibly on the carben copy, and executives 
shouli ask to see the carbons of ali corres- 
pondenee given out to new or junior staff for 
the first monih. This shonld be done 
restly, au excuse being that the w 
always initials copies of correspondence from 
his department or, if the carbon be not pre- 
sented with the letter itself, that he wishes 
to refer to it, 











| $ Up 
lunitions - 


have. discovered the 
essity.of adopting Twinlock Accountancy 
systems in their offices, The office is the 
пегув-сепіге controlling supplies, production, 
and wages records, hence tha need А E : g У 
С ТулйтобК Loose-Leaf Ledgers, Visible | and their eentrol. Carelessness in giving out 
Records syatems and Mechanioni Pook: supplies. or alternatively foo much red-tape, 
Keeping, you are engagi in important ур resul stocking individual desks 
: work. and. feet that eur office and will result in overstoeking Ri А 
trol system is not staying the pace your anl consequent waste, A firm with a trained 
et set, Bap he pia Consult а gtock-keeper can normally exercise as much 
h the minimum of disturbance in the | man or woman has probably other jobs to do 
^ changeover, as well Some sort of inventory system is 


LOCK LOOSE-LEAF BOO THONQG | Decessary И loss is not to oceur. Here is 
ERS, SEGTIONAL POST BINDERS, ^4 scheme suitable for the small office. 

BOOKS, LOOSE-LEAF SHEETS, A closed stationery cupboard was constructed 
PRECISION : RECORDS, oe MECHA} "AL | with the various shelf divisions keyed to cards 
OOK- KEEPING Ape T, VISIBLE | kept in alphabetical order by the clerk. New 
RECORD SYSTE : DERE 5 ЕРЕ 
wi ateek as received is turneü over to this clerk 
ite or call for details to Dept, B. s. who enters the total quantity on the card, 
‘Percy Jones (Twinlock) Ltd., and then vepacks the stores in — smaller 

Chansitor House, Chancery Lane, W.C.2, AE Я 2 db PA - 
quantities, snitable for giving out. These 


Telephone: CHAncery 8971 (4 lines). Showrooms: CU 
Glasgow and Manchester. smaller packs are nnmbered with the card 


“key and stacked away for issue. As they 

are withdrawn the clerk notes the particulars 

on the card, checking the remaining total 

with his permitted maxima and minima, 
* entered on the back. By this means he avoids 

being @aught short or overstocked, and ean 
ve leakages. 





5. Safeguards Office Supplies 
A 8 Limitation of Supplies becomes more 


more a factor in everyone's economy 












it is well to consider overbhauling office supplies 
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AIR DEFENCE EQUIPMENT | NEW GERMAN METHODS TO GET OUTPUT. 
D | Following are latest methode for improving 
SERVICE | Output despite lack of personnel adopted in 
| German offiees and tories* :— 

HE recognised experts and suppliers to | , L Pages paid once a month to reduce office 
ocal Authorities ^ and Government | | 
Priority Contractors throughout the | | 7 
unt ean supply your every require- | | 
ment. 

| Amongst our Specialities are D.T. and | : 

] Leatherette Waterproof Goats from 25/. | | 3. 
-and.QOveralis from 15/11 in several types 
to meet all A.R.P. requirements. 




























line are ebesen 
. It is found 
the same age 
around the same rate, 
cing hottle-necks. 
skilled men the authorities have 
in s by name, The 
by the War 



















n Office a specifie number of men are 
ALL. ANTI-GAS REQUISITES | required for Army service and the manage- 
. . SUPPLIED i ent сап choose those whore absence will 
PE А РВЕ i arb the flow of work. 
Pleasé send Enqufries to Head Office: NT ch Minister's Intest slogan is “Two 
4 Lisie Street, London, W.C.2. j to produce as much as Thre Thi 
nk : . ; iieularlv addressed to sk 5 





Telephone: GERRARD 23489. 





i from whem a larger output is desired, 
i *'"The Times” 























EDIPHONE | 
Aids War effort 


A leading chemical manufacturer engaged - 
100%, on work of National importance | 
Says ~ 








"We find our Ediphone equipment of 
the greatest possible value to us, and 
since the war we have found a gon- 
siderably greater need to employ our 
equipment than in. peàce-Lime The 
Ediphones used by our Executives. 
| give them a considerable relef, and 
we are able to view with less concern- 
j the possibility of an increased спар 
of our women for the Forces, since 
we shall be able to employ Dr 
correspondence work operators who 
have not learned to write shorthand.” 





The Ediphone is now more than 
ever required to speed the out- 
put of urgent war production, 
and since supplies are now 
limited we shall be glad to know 
of any equipment that is not 
being used to its fullest extent. 





EDIPHONE system or 





THOMAS A. EDISON LIMITED 


= Victoria House, Southampton Row, 






London, W.C.1 Tel.: HOLborn 9988.. 


Branches and Dealers in all principal-cities 





A us CANNED MEAT PRODUCTS s 


AN FOR CANTEENS 


IN Manufacturer of canned meat 
IN products will shortly have a 
A proportion of their output 

available for canteens serving 
IN essential industries, En- 


LA quiries invited, 
A Box L.489, Colman,Prentis &Varley,Ltd. 
^ 1 Old Burlington Street, London, Wd, 


<<< 


. 
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We shall be pleased to send 

you a copy of our booklet on 

the war-time care of your . 
typewriters. 










Imperial Typewriter Co. Ltd. (Dept. 7) Leicester 





We have stocks of 


HARDBOARD 


Made in Canada. 


for essential 
FACTORY PARTITIONS - ROOF REPAIRS 
AIRCRAFT CONSTRUCTION - TEMPLETS 
VEHICLE CONSTRUCTION AND REPAIRS 
SHIP BUILDING AND REPAIRS 
REPLACEMENT OF ROOF GLAZING 


ion essential Factories) 


ETC. 


Thickness i inch. Lengths 4, 6, 8 and 10 feet, 
Widtn 4 feet. Price 5id, per square foot. 





on request, 


eis details and small sample 
 TENTEST FIBRE BOARD Со. Ltd. 
73 Crescent West, Hadley Wood, Barnet, Herts. 
Fiboard, Phone, London, 





Phone: BAR 5501 (5 fines), Grams: 
























J. 
GROTON ROAD - 








When after the war supplies allow you, to c 
your jewellers, electricians ar store a Simith 
Clock for your home, you will do. more than ir 
most trouble-free and efficient of all Бире еар Гея 
will exhibit that readiness to accept and proüt trom 
modern progress which is imperative if Britain is ie 
hold her ground. 






















CLO 
plug in to Greenwich time 


Issued by SMITH'S ENGLISH CLOCKS К. 
CRICKLEWO9D WORKS, MANDON, ч M a 


** This Sn PRESS i 
REQUIRED to ELIMINATE 
the PRESENT CONGESTIO 
іп our Stores and WILL 
MAKE IT  UNNECES 

TO ERECT ADDITIONAL 
BUILDINGS to overcome 
this ” 


The above quotation from an order recentiy 
that “Stormer” s space and removes qo estie 
the utmost accessibility to all storage." 
Let us show you, without obligation, how we would 
Stormorize your storage. Write us to-day. 
—— 2 













































British Pat, Nos. 470,186/471,823/ 48434273 
{others pending); and over 60 World Pai. 


GLOVER & SONS LIM 
LONDO 





juvenile labour, a cheaper main dish, 
‘priced around .6d.- is usually vail- 
cable: Certain managements subsidize 
| the prevision of a main dish at above 
| price to ensure that all workers are 
able te obtain a nourishing meal. 


+ WORK TO 35% GROSS 




































The increasing demand necessitated "No Dark Rcom 

hy the War effort. upon industry's Ne Focus 

; personnel, applies in the.first place ^ No Skill y $ 
to the, Drawing. Office. The 3 ‚еге that, as stated above, such items. 
Ruthurstat process is in certain factories reducing ‘as rent, rates and taxes, light heat 
ac nic пк tracing of Engineers’ Drawings to З -and power, are usually borne by the 
In addi lo to ri emi ieee Pd oe pre factory. It is impossible to lay down 
lé Qu importanc ce, апу. definite opcentagse of eross 
it serves as a general utility unit, interdependent anye de inite percengage о BTOSS 
with the whole organisation, ' "x | trading profit to be aimed at as local 


: : E : : wage and other conditions. vary so 
¿The strain placed on executives in relation : : 2o n greatly, but generally speaking a gross 
Ae foun neon tae Погар : и ; trading profit of between 30 and 35 
typing and checking), can he relieved by ihe 2 л рег cent, should cover the overhead 
“installation of the Ruthurstat process, which : ; < expenses normally borne by the can- 
(“enables you to obtain exact errorless copies P teen, Of this, wages, breakages and 
of vital documents. X obl loss of equipment will be found to 
: Р à i be the heaviest items, The answer 
RUTHURSTAT LTD 6 ӨЙ нае to whether а canteen is being well 
| а Full range of sizes from Office Model: operated is to be found in the per- 
‚ 12-13 ASTOR HOUSE to 42 in, X 39 in. centage of gross trading profit, А 
Engineering Models * 10 steady monthy percentage is satis- 


ALDWYCH, LONDON, W.C.2 hours typing factory. One which shows violent 
HOLEORN 4737 reduced to 30 minutes - fluctuations should always call for 
6 months tracing reduced to 2 weeks immediate investigation. 


5. CLEANLINESS 


This is a most important point. 
Neatness and cleanliness of the can- 
teen does much to add to the attrac- 
tiveness of a meal justeassacclean and | 
tidy kitchen increases the efficiency of | 
the service provided: c Particular 
attention should be paid to this matter. 
at all times, ШК. 


‘CALCULATORS LTD. — 


In arriving at the costs and prices 


British | 
uto be charged it should be remem- 



























Governing Director: A, E. LOW | No Man Can Know Too Мисн | 
| spt Or His Propuct 
Have a limited The Ultra Lens is a revealing: 


eye of six actual diametrical 
which brings out points of |. 

strength or weakness. (Whether you 
are engaged i» manufacturing, buying 
or selling, it is an ally of real value 
No instrument you can huy, will more 
quickly justify and pay for itself. | 






number of 
Re-built Accounting 

Machines of 
Well-known Makes 


for disposal 








For the close scrutiny of every con 
ceivable object, metals tools, fabrics, 
fibres, minerals, precious stones, рани, 
print, manuscempts, biological and 
botanical specimens, cutting edges, 
fractured surfaces, raw materials, and 
innumerable other purposes, the 
ULTRA LENS эз invaluable, and pře- 
senis in many instances hitherto wr 
suspectedidata, which can be used ta 
advantage. 





The price is {3 12s. complete за case 
with spare bulb, battery, and trans | 


‚5246 OSNABURGH STREET, 
LONDON, ММ, 1. 
Phone : EUSton 5135-6. 


parent measuring scale 
Postage abroad 2s. 6d. 


Actial sise 6337 


The Ultra Lens Company, 
4 RICHARD BOCK 
BRITISH MADE 37 Finsbury Court, Finsbury Pavement, 
Fully descriptive London, Е.С 
leaflet on request B Phone Clerkenwell 1858 
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ESSENTIALS 
6 SERVICE 











A quick service both at mealtimes | D U à L l C A z | | a 
and particularly during the mid-shift | = E Rl EE | 
breaks ‘is’ essential... Delay causes dis- = = ж» та m E 
content, and an extension of the mid: | * E EL. Ww B8 5 ; 


d-afternoon. break, 
production 



































- For. eve: minutes: tha s Eh сс. : i | 
lost in this. way, the „annual |. t б a | ü dal AT pep ditus ! 

figures amount to seipsos when | al КИ 

Рэле dns M са. -< 2 «Duplicating appliances. 

Experience under present-day con-, " : i ^ i : аа. 
ditions goes to.show that for the à de : бог. A 30 lent iuf, р, 
main meala multipoint service system > | д Hae Company. have Дене и 
works ‘well, as in nearly every case | —À— the development of. Duplicating : 


selection to be made by the diners. ; 


t | more efficient is abl 
Approximately roo persons can be: group of s ulla riot 
served in six or seven minutes from | ! SUCH 


; r і varying prices from the small 
one servicé point, so their number | Flat Bed Model to the Automatic Ё 
should be multiplied according to the ‘ | 


4 d е : Self-feeding R 5 
total to be served. It is often pointed : SATE RING Notary 


. out that the adoption of this type of ELLAMS CARBON PAPERS, TYPEWRT! 
service means that each diner has to RIBBONS, DUPLICATING INKS AN 
visit.two or perhaps three different. STENCIL PAPER: — : 
sections of the counter to obtain his Ell Carbon P | hievéd" : 
complete meal, In factories it is j ame ar for apers. ас been Ps 
almost, invariably found that workers arity the f adi Corban ago бесадо they 

pair off and arrange that one shall d. Ө i arpan Paper E id 

collect уо: or more main dishes, the orld to be clean to handie ane | 
р Sua Gr moře sweets. smudgeless in operation. 


there is one set daily dish and по | | uu ment, with the result that to-day nothing 
І | Е 











is deserves particular attention | 
and consideration, as without proper ; 
control of all goods no satisfactory | 
‘figures.can hope to be obtained. All 
goods received should be caretullv 
checked on arrival at the canteen and 
booked in, Strict supervision should be 
exercised over all issues from stores. 
Whenever circumstances permit a 
written order should be made out for 
all commodities whatsoever with- 
„ы drawn from the stores, so that the 
“manager. can see readily what items 
are requisitioned daily and by whom. | 


8. PAYMENT . 
It i$ generally agreed that the most 


satisfactory method of payment of | DUPLICATOR СО. LTD., ASTOR HOUSE, ALDWYCH, W.C2 | 






Ellams Carbons is Economy == NO 
cheapness in first cost but Long Lii 
you can use them timeand time ag: 
They will still be giving good 
vice when two or even thre 
of Carbons of lesser q 
although not greatly less 
price) have had their day 


Write for full information 








canteen meals is by ticket, which may 'Phone: Holb, 5365, 
be purchased at the entrance to the 
canteen or in books sufficient to cover 


weekly ^ requirements, Different 4 Penny A Week ! RUBBER SALVAC E 
ri аа i ING 


coloured tickets may be used for the 
different denominations, and under no ORE than 100.000 British prisoners of Is URG ENT 
circumstances should cash be handled M war amb internees rely for their B EMEN 
hy the service staff. The use of these every comfort on the Duke of Gloneester's В. osses in the 
tickets provides a double system of Fund. has only io have heard the ys Seo 
checking, obviates the necessity of  browdeas 
change giving, and generally speeds recently т 
up the service. that means. 

The Penny a Week Fund adverti 
where im our eolumns sappeais for 
to the great army of, some 8,000,000 whe are 
insuring thet опг men are поў forgotten. 



























1 ihe reports, of our men 






ed from Italy to know what 


have bé 
Buildings 


MACHINE"AGE (from page 32) 
own investigators serve a useful pur- 
pose. Fortunately the stress of com- 
petition makes their not inexpensive е : ^ 
Service unnecessary in the average XOU ean help either by contributing your- 
business where every poünd has to be tel er better stil, by arranging for ihe 
looked at twice in order to keep prices organisation of a proper eellecting scheme in 
down in peace-time, your frm. | a её a 






eruits 




























Business risks are many, and if not 
covered may mean heavy entries он 
the debit side of the ledger alone, 
Comparatively small is the ‘cost of 
effective insurance against: 





CRANES, LIFTS, BOILERS 


MACHINERY AND OTHER 
EQUIPMENT 


Individual or collective FIDELITY GUARANTEES 
are also a safeguard secured at very small cost 


GENERAL 


ACCIDENT FIRE AND LIFE 
ASSURANCE CORPORATION LIMITED 
Chief Offices : 


GENERAL BUILDINGS, PERTH, SCOTLAND 
GENERAL BUILDINGS, ALOWYCH, LONDON, W.C.2 

















EUST ENS 














ONARD HALL & CO. 


Consulting Engineers 


9 HANOVER SQUARE 





LONDON E W.1 
Phone: MAY fair 3227. 
SPECIALISTS IN 


Production Economy, Layout and 
Development. Efficiency Systems. 
Business Organisation. 
pecial Purpose Machinery and 
Industrial Equipment 


(Aaa ná 
taff of Expert Production 


Economists and Designers 
at your service 








Design of | 


Owing to heavy de- 
[Han for essential 


Quality Control New 
Service to Industry 


(Continued from page 11). 


ALLY, considered as 





ng organisation, 


between 
r whose nature is of 
far-réaching significance. 
relationship is one of 


relations 


B 
and 
new 





Hence it 
broadminded 


results, 
for that 


ted by 
naturally 









by manufacturer and 


revision of acceptable quality 





(from page 12). 
nected up to form curves, [t will be 
seen that many of the fuses would 


fail to pass at the longer time settings, | 


as indeed has been "found. But by 


Simon's method it was evident that | 


the tolerances achieved were at all 


settings a good deal finer than those | 
and it was comparatively | 
casy to take advantage of this in a | 


asked for, 


variety of ways, 


One other aspect of this particular | 


work may be mentioned. The 
Statistical theory gives a simple 
answer to the question of what 
fraction of fuses must be tested, 
which is an important matter since 
these fuses are of course all des- 
troyed, Now that Simon's method is 


used it has been found necessary to 
test only half as many as were done 
before. 





NY enquiry or request for further 
A information ag to the scope or technique 
of Quality Contro! addressed to the Editor, 


BUSINESS, Whitetriars House, Tallis Street, ` 


.E.C.L, wil have our immediate attention. 
; BUSINESS has arranged for an expert Service 
Department on this vital aspect of production, 
















From tł 
softest 
to 9h 

hardest 


‘LONDON, Ез. | 


ап. 
integral part ої the manufactur- | 
quality control im- 
parts an entirely new character to the | 
manufacturer and | 

great | 

This: 
mutual | 
‘confidence based on evidence suppor- 
{ makes | 
and: 
impartial study o£ quality difficulties, | 
purchaser | 
alike, without which the drafting and | 
stam- 1 
‘dards cannot be successfully achieved, | 


CONTROL CHARTS (concld.) | 










































CANTEENS 
FACTORIES | 
OFFICES, ETC. 
ETC. 


We will gladly. send. an 
expert to discuss your 
canteen, factory, or office 
flooring problem . . . any- 
where...any time, No 
obligation. Please write 
to :—— 


















The Great Metropolitan Flooring CU 
73 Kinnerton 5. 51. Sloane 0047/ 








Your. | 
Wastepaper | 


Is urgentiy wanted for | 
essential war purposes! | 


ALL Classes of PAPER 
| are required such as: 


@ BACK NUMBERS 


€ OLD CORRESPONDENCE 
@ OFFICE RECORDS 

@ CARDBOARD | 
€ WRAPPING PAPER, etc. |- 


We can collect 
in any district 





JOHN HILL & CO. (vaste) LTD. 


paper 

ARLINGTON WORKS, ARLINGTON RD., 

ST. MARGARET'S, E. TWICKENHAM, 
MIDDX. 


Tel.: 


POPesgrove 5577 and 5157 
also at: 









ROSE'S WHARF and 

WE ERRY RD, DEVIZES ED, 
MILLWALL, E.14 SWINDON Wilts.. 
Tel: EASI 3421-2-3, Tel.:8W Indons302. 


















An interesting letter from 


Messrs. Trailer Appliance. 


TRAILER APPLIANCE СО LTD., 
Г. Bridge Road, Wembley Park, Middx. 





Dear Sirs, 
^ Reverting to our correspondence in October last, 
we have much pleasure in attaching hereto a further 
order for a quantity of Optrex and it would be 
"appreciated if you could deliver the same at the earliest 
possible moment. . 


You may be interested to learn that the writer 
has recently received a report from our Welding 
Shop Foreman regarding the use of Optrex. 


In the past we have had considerable trouble 
with “ Arc-eye ” among our welders, but we can report 
that through the constant use of Optrex this has been 
entirely eliminated during the period when it was in 
regular use... Unfortunately supplies ran out at the 
beginning of tiis week and even during this short 
period, two of our men have had to receive hospital 
attention, due to * Arc-eyes." The nature of the work 

< is such that a man cannot be fully protected by a 
Shield for the whole time, and therefore treatment 
with your product appears to be the solution. 


We feel that the various Ministries may be 
interested in the results which we have obtained, as 
the use of Optrex certainly does appear to prevent 
production breakdowns of the nature mentioned above. 


Yours faithfully. 
TRAILER APPLIANCE CO. LTD. 


The letter reproduced above is typical of the experience 
of many firms. May we send you further particulars of Optrex 
(brand) Eye Lotion and the Optrex Ocular Syringe, specially 
designed for use in Industrial Welfare ; or instruct a represent- 
апте to call upon you to discuss eye-care in Industry ? 


Optrex Ltd. Wadsworth Road, Perivale, Greenford, Middx. 
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greatest war effort in his- 


| it will take off her shoulders the heavy burden o veil 





WOMAN It 


in ti 


Crisis of 
(By THOMAS DIXON.) 


* Britain as its most vital contribution to. 
the war must economise in the use o; 
man- and worian- power. To carry 

victory there\must be a great efort to « 
down theglemand on human resources 
employing mechanical appliances 
possible and by applying science 
labour engaged."-——Mr. Bevin, 
of Labour, in the House of Commons. 































For years I have been 
preaching this doctrine— | 
that it is foolish and waste- f 
ful to employ human labour: 
on work that can be done 
better and faster by a 
machine. Purely mechanical 
functions should be per- 
formed i 













































brains and intelligence, 
which the machine cannot 
supply, are required. And 
now, as an adjunct to the 


tory, the same doctrine is 
urged by the Minister of 
Габош oe 
Britain is short of labour. That is the position at 
which we have arrived in less than three years ol war. 
Women are now called upon to register for war work 
so that the great majority of expert shorthand typists. 
in the country will soon be in the ranks of rhe w 
workers. ; 
How are they to be replaced? Replaced they mast 
be if the work of the country is to be carried om. 
The purely mechanical work of taking down dictation 
can be done far faster and far more accurately by 
dictating machine than by the most expert of kuman 
secretaries. The machine is always instantly атаја 
day or night; it knows no limitation of hours, never nee 
time off for meals, holidays or illness, is uolimited im 
speed of operation and is incapable of futigue. 
The Dictaphone will save you a full hour every 


more work, individually and collectively. 
lucky enough to be able to keep your shartha 


and reading useless shorthand and free her for st les 
two or three hours every day to help you in work that 
demands the intelligence that the machine cannot suppli. 
Write to-day for free copy of 
"OFFICE METHODS AND PRACTICE 
and learn how the Dictaphone twill help vou im убыр 
war work. . ; 

) Е EET 

THE DICTAPHONE Co. Lid. 
(Thomas Dixon, Managing Director). Е _ 
(Dept. Н). Kingsway House, Kingsway, London, WC 

Telephone: HOLborn 4151 (5 thyes} 


Manchester, Birmingham, Glasgow, Leeds. Liveries); 
Bristol, Belast. 






And at 
> Newcastie-on-Tyne, Dubie and 









vith SIEMENS. <5[[ 


FLUORESCENT TUBES - 


Provides light of DAYLIGHT QUALITY with 
an efficiency approximately THREE times · 
that of an ordinary gasfilled lamp of 
comparable wattage. 

It is cool in operation and the surface 


brightness is of a low order. 
(Consumption 80 Watts) 


WRITE FOR LIST NO 976 
139 Upper Thames Street, London, E.C.4 


Double STORAGE 
capacilij -ver anda TO HAND e 
















Ban 
LE. 

ete | 

rA j ‚ “STORMOR? Shelving 

j costs slightly more than 
ordinary shelving, but its 
World Patented — mohile 
unit method of occupation = 
of floor space makes it iai 
worth more than double 2 
its cost, and in payi 
more you actually effect 
savings in space, time, 
personnel and money, 












mmm 

















Let us tell you more about 
Stormor —write for details 
now. 

Leading manufacturers 
ean now supply their awn 
makes of shelving mobi- да example showing 5 rows of tacks served bu 


lised under sub-licences. опе gangway thus releasing space for machinery 
JF the benefits to be derived both by employees and em- i 


loyers from correct seating were considered for only а X ES UE. Ue CE 


ү 
Дд 


1 ninutes, all. owners of factories throughout the country 4o ir: 
ho desire happy workers and maximum production, would = os cB - 
efuse to tolerate any stool or chair which was not scientific- ээ: сё оки 


ally designed. 


To enable yon to give con- р ; 
| A sideration to the evidence — MOBILE STORAGE UNITS 
j of an expert, we sho i ; 
Ё ' E H like to eaa von an Hine. British Pat. Nos, 470,156/ 471,323] 484,542/ 499,198 / 499,233 
х ' trated Treatise on this ` (others pending); and over 60 World Patents and Protections, 


LIMITED Wate was Ча» GLOVER & SONS LIMITED 
RTAUT LTD. WALSALL ROAD. PERRY BARR, BIRMINGHAM 22 41 GROTON ROAD - LONDON, S.W.18 
я Telephone: BATtersea 6511 nog 


(Proprietors: |J. B. BROOKS & CO. LTD.) 








Why the most important 
overall manufacturers recommend 
«Rismel^*-Shrunk cloth 


«| JUNE, 1942 : 





































Mm "HAT is the significance behind те 
confidence which the best known 
producers of overalls have in “Rigmel*’- 
Shrunk cloth? 

Just this, That these manufactu 
studied the needs of the big e 
overalled labour. ‘They know t 
that enables a man or woman 7 
increase his or her output is int 
interests — and the National int 
They know that the overall that shr 
menace to the comfort, health, sat 
efficiency of the worker, On the other б 
the non-shrinking overall contributes. to t 
smartness, well-being and increased output 
of the worker. 

The Government realizes the impo 
of non-shrink overalls. That is why it 
on a high standard of shrinkage for ov 
cloths supplied to the Services. “ Rigme 
is easily able to meet the Gover 
shrinkage standard. 

Any overall maker can supply * Kigmel + 
Shrunk cloth. In particular, the 
whose names appear on this 
welcome enquiries. Note: Factor 
a “ float” of coupons on applicati 





Output is highest where workers are happiest. And smart, well-fitting 
-Coveralls that don't shrink contribute to the comfort and efficiency of workers. Board of Trade, Bournemouth, to 
They wear longer, too. Tight overalls impede movement, cause fatigue, ae а 
slow-down production. They wear out more quickly, soon need replacing. bulk purchase of overalls for their: 


WHERE TO GO FOR “RIGMEL”-SHRUNK OVERALLS FOR YOUR EMPLOYEES 














The fayess Clothing Company Ltd., | Messrs. John Peck & Co. Ltd., Messrs. H. Wheeler & Co. L 
Fourth Avenue, Edge Lane, 107 London Road, 


'Team Valley Estate, Liverpool, 13. Plaistow, London, E25 
Gateshead-upon- Tyne. 


Messrs. T. Jiggins & Son Ltd., 
Leader Works, Axe Street, | 





Messrs. James Smith & Co. Messrs. Fleming, Birkby & © 
(Derby) Ltd., West Grove Mill, 





Barking, Essex. ` Drewry Lane Works, Derby. Halifax. 
Messrs. Long Brothers, The S.W. & W.E. Standard Messrs. F. Fryer ё Cos 
Hyde Park Works, А Manufacturing Co. Ltd., Orkney Street Wor 





St. John’s Road, Sheffield, 2. 42, 43, 44 Bute Street, Cardiff. Battersea, Londo 


ee е ‘ Laundry-tested 
5n R igme / Т i hrunk against shrinkage 


ADVERTISEMENT OF THE BRADFORD DYERS' ASSOCIATION LTD - LONDON BRADFORD MANCH 
















E HUNE = M eoo BUSINESS for 


UP TO 16. Jons PER CARD 


"МАСМ ETA 


JOB COSTER 


SEVEN IMPORTANT FEATURES 















One hand operation. 
Mechanically correct records ol time. 
Applicable to any cost system. 


Speedy—compact—-dependable. 
Large number of jobs possible on one card. 

* Either mains or Master Clock controlled. ‚ 
All metal parts liable to rust or corrode are parkerised. 













For Literature and Details of 
"Installation, write or telephone 


THE MAGNETA TIME COMPANY L'" 


54^ GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY нео fe à ums 
' LONDON OFFICE: 53/54, HAYMARKET, S.W.l, TELEPHONE: **tY 2366-7 














FOR OFFICES AND WORKS 





RUBERY OWEN-ARE SPECIALISTS IN 
| THE MANUFACTURE OF ADJUSTABLE 
| STEEL SHELVING FOR OFFICES WORKS 
| AND STORES 


OPEN TYPE AND CLOSED TYPE SUPPLIED 
COMPLETELY ADJUSTABLE AND INTER- 
CHANGEABLE 


| STOVE , ENAMELLED OLIVE GREEN — IT 
15 AS ELEGANT AS IT IS STRONG 


FOR FURTHER PARTICULARS WRITE TO 





*. 
ILLUSTRATION OF OPEN TYPE SHELVING ЖОКГО 


л 


ДОМЕ, 1942 


THIS SAVING OF TYPISTS’ TIME 








PRIMUS 


Continuous Stationery. 


One-third of the typist’s time is lost in preparing forms for 
insertion in the typewriter, thus constantly retarding the progress 
of the work. 

The PRIMUS attachment, as supplied by us, fits any typewriter 
and facilitates the smooth flow of continuous forms. It allows the 
machine at a moment’s notice to be used for either billing or 
ordinary correspondence work. 









The PRIMUS Autographic Register is designed to simplify the work of 
writing documents by hand, It is so constructed as to allow 
a number of duplicates to be made at one writing and 'at 
the same time automatically retains a check-duplicate 
under lock and key. 








CARTER-DAVIS LIMITED. 


QUEEN ELIZABETH STREET, LONDON, SE. 1 
Telephone - = 2----.-.-- HOP 0204-5-6 





6 BUSINESS for 






LET US High staff morale is encouraged by a Dictograph Sound Installation providing music to BOM 

RECORD make its contribution to increased output, messages which give reassuring evidence of BERS 

YOUR NAME roof spotters’ alertness and keep time spent in shelters down to a minimum, and mass APPROACHING 
FOR addresses which promote co-operation and enthusiasm TO 
AFTER WAR Installation and full maintenance on rental terms. Supplies at present only for firms PRO C EED 
PRIORITY substantially engaged on Government work. i 


DICTOGRAPH SOUND INSTALLATIONS — 5 55. 


DICTOGRAPH TELEPHONES LIMITED BIRMINGHAM. BRISTOL, DUBLIN, GLASGOW К 
Abbey House, Westminster, S.W.I LEEDS, MANCHESTER, NEWCASTLE Ф Q 2 
(Abbey 5572/3/4) Works: Croydon. Also at BELFAST, CARDIFF and HUDDERSFIELD wh ^ 


fo Exeentives 


f You do not tolehall негее 
ee | | and yl you probably peimif 

PEDIGREE STOCKS, NOISE ЖЕ) 
„АКЕ GETTING FEWER: | е basi caute of. "T 
ment - UP temporarily become picts h Pac ce РА often and Workshop. 








to National ska indi aaa М Я 
When peace returns, however, these ЙіғҺу prized i Whitt U, al 
things of life will become again doublv precious. | BARGESS ojei thti 74 

/ ГА ‘ , o. 

Jotvise in thé Pluton, of yous 
free ind without 

So cul.ivate tne “spirit от Unserstanding ” with " / / 
us and your local suppliers if such unique types obligatiin Mute, Its) 
of Pencils like “ Pedigree `` copying and *' Kings 


Own `` iSuper-graphite Drawing Pencils) are few 
and far between — ask for “the next best thing ” 


in the “ CUMBERLAND ” Range - but;be sure it 
is * CUMBERLAND " for your own sake. 2, о Modluct Company l 
у Leies 
Sales & — to:— А ” 


RITISH PENS LTD., Bearwood Road, Birmingham. 








PATENT TUBULAR STEEL NESTING TABLES [AND CHAIRS 


(Pat, No, 344,159) 
We regret we are meantime not in a position to entertain enquiries for our 
regular lines, unless I.A priority can be furnished, To all our customers we 


offer our apologies, and they can rest assured we shall return to normal 
conditions as soon as circumstances permit. 


Cox X Co 


WORKS, OFFICES, SHOWROOMS 
WATFORD BY-PASS - WATFORD - HERTS 
Telephone: WATFORD 5631 (5 lines). Telegrams: COXANCO, Phone WATFORD 
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“System,” 








OVERNMENT OFFICIALS 

still fail to realise the importance 

of what.the office worker may be 

doing. "Hence the call-up of highly- 

skilled statistical workers, | girl 

accountants and operators of com- 
plicated machines, 

In some cases the position has 
become farcical, In certain offices 
which were employing, say, 100 girls, 
of whom 50 were highly skilled, 30 
of the so skilled girls have been 
called up, The result is the work 
now requires 120 girls instead of 100 
‘and. it is not so accurately done at 
that, 

“Yet “many, of. the. skilled. girls are 
merely serving in canteens, scrubbing 
floors, pushing typewriters, jobs that 
an Ninekified. girl can do, equally well. 
It is true that some firms have been 
careless in making application for the 
reservation of unskilled people. A 
Ministry of. Labour official is said to 
have remarked the other day to a 
director of a certain firm, “Now we 
have had all vour managing directors, 
could you send us down some of your 
shorthand-typists to look at?” 

Care must be taken in asking for 
reservation, But at the same time we 
are justified in showing Ministry. of 
Labour officials the wastage ої 
m our whichis £oing-on through the 

indiscriminate call-up- of — skilled 
women office workel ec 


e | 

PVIDENCE of the fantastic effects 

of the incidence of the Pur- 
chase Tax accumulates. Take a firm 
employing 500 men on a Government 
contract, Assuming that itis a com- 
plicated new model on which a true 
estimate is impossible, the cast-plus 
system must be used, 

Thé employer must probably spend 
£100 on time cards, job cards and 
wage cards. He will be using at 
least 500 a week of each type, and for 
the purpose of Purchase Tax, the 
nofmal cost price can be reckoned at 
doo. Tax, therefore, amounts to £30, 
the final. cost being £130. 
































BUE ISINESS, Published by Business Publications Ltd., Whitefriars House 
е Subscription! 


Tallis ‘Street, London, E.C4. 
Rates.» 20/- 


BUSINESS. 
THE JOURNAL OF MANAGEMENT AND PRODUCTION 


Incorporating “The Magazine of Commerce’, 
“Business Organization and Management.” 


T ‘THE DIRECTOR'S DESK | 
Office Call-Up @ Purchase Tax @ Red Tape 


; Defence | 
‚ £1 35. 11d. apart from the cost to the | 
ratepayers of getting so highly com- | 


Telephone : 


a year post free in the United Kingdom; 25/- 
free in the Dominions and Overseas. Y > 


Now 


“Modern Business,” 


But the whole cost of these cards | 
is being borne by the Government. | 
Therefore the taxpayer is paying | 
£130 for £100 of goods. As a result | 
the contract makes £13 nett profit | 
instead of £10, so he has nothing ‘to | 
complain about. i 

The Treasury eventually asks us to | 
look at its large collection оп Pur- 
chase Tax, But the money is simply | 
being taken from one Government 
pocket and put into another. Worse | 
still, the process in such a case is | 
completely inflationary, | 

е | 

] C OESIAEEM the efficiency tax | 
is ludicrous in some of its appli- | 
cations, For instance, a typist's chair | 
in a factory office is taxed at 334%. 
But a small steel chair in the factory 
goes free. It is classified as in- 
dividual factory seating! Yet the | 
girl in the office is probably making 
the records of the output of the 
machinery, checking wage payments | 
or controlling supplies. | 

The one piece of equipment, m fact, : 
is just as essential to the production | 
of gun or plane as the other, yet the | 


theoretic distinction taxes опе and | 
lets the other go scot free. | 
ы | 
PERFECT instance of how | 


bureaucracy "gets things done" 
comes from the Maidstone Borough | 
Council. With the assistance of the 
Kent County Council, the Regional | 
Authority for the area and the Міпіѕ- | 
try of Works and Buildings the 
Council is busy buying a mattress 
and pillow. 


mattress be 
bought, 

(Incidentally the 
pillow are needed 


service). 


can said to be 


half 


mattress 
for” the 
They will 


and 
Civil 


plicated a purchase through. 


(Concluded on page 38). 
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А, C. Whitehead. 


| PLANNING, ESTIM 
RATEFIXING 


| By 


А thie 


of a book by an ан 


; and 
; added 

| reasons 3 1 
| accuracy, and the subject of location 
i has been studied at length in 


facinus B 
| whose need is that of 
An-appeudix ha 
ch describes some 
elusive 


msc e anei ве 


the 
КА 8 


detail. 
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for the 


| presented his facts” wit 
А ‚ | well $ 
Work commenced on tbe job early | 


in February and is proceeding to plan. | 
After a lapse of only eight weeks the | 


to make it more practical, 
net, 
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Send for 





Pes, Si 





E 










| Has it Ever Occurred to You...? 
. How much production time is wasted by 


your typists in getting ready for typing and 
deleaving carbon papers айе? typing ? 


IF NOT, then study and consider typing 
motion and visualise how much more work 
could be performed if it were not necessary to 
handle carbons so frequently. 


THE SPEED-FEED Typewriter Attachment 
with Continuous Stationery will give you 
over 50%, greater output of typewritten forms 
in a given time. 



















г Telephone or write for farther particulars — 


J EGRY LIMITED, WARPLE WAY, ACTON, LONDON, W.3 
тоте: SHEPHERDS BUSH 3377 (3 lines) Telegrams: EGRYCOMPAK, EALUX, LONDON, 


YOU WON'T INCREASE 
YOUR OUTPUT 

IF STORAGE IS 
A PROBLEM 


We Can Solve It 


LOCKERS 


WORK- 
BENCHES 


TOOL К 
CUPBOARDS 






















Desk-Top~ | 
Fii ling Cabinet 


Gives you кА information ta your fingertips 


For? emergency desk Pow d E buey i m Hus is | à Illustration is a 
constantly re erring to his files this Shannoblic Desk-Tcp 3 
Filing Cabinet is a great time saver.-Shannoblic suspended LM STANDARD BIN 
З filing prevents the folders from slipping under or riding ир, ; # Pe CY QUx3 0 x2 0° 
cand. its split-second visibility enables queries to be | i : | 
-o answered in the minimum time with absolute accuracy. 
OAM steel frame (with holder for memo slips) finished | 


| WITH ADJUSTABLE 


olive green. SHELVING 
ne. b ры Twenty wares ow гонан, post free | 
; uarto siz 4 sca 42/7, ! k 
"including purchase tax. eee, STOVE ENAMELLED 
* OLIVE GREEN 





IMPERIAL HOUSE (Dept. A4), P | 
15-19 KINGSWAY, LONDON, W.C.2. STONEHOUSE STEEL EQUIPMENTS 


And at Birmingham, BU Liverpool, Manchester, Newcastle, 


dasgow (Agent). j 0405-6; WEST BROMWICH. “teal West Brom. 
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Optimum Economic Efficiency ! 
A nicely turned phrase, full of expression, but what does it really mean ? 
There are two opinions on this point—/a) that it is merely a platitude 
incapable of being implemented—(b) that it is an achievable objective, 
the realisation of which is one of the imperative necessities of the War, 


















There is no doubt what the phrase is intended to mean: - Management: 
functioning at its best ; marshalling the forces at its disposal so thay 
the greatest possible proportion of potential is reached in the 

smoothest way and that energies are wisely used. 





Your дех to BUSINESS EQUIPMENT, SERVICES AND. SUPPLIES which can be obta 
through the Announcements in the Advertisement Pages in this Issue — 
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Management cannot function without planning and 
organisation, and it is here that the Cope-Chat service 
is at its best. 
In the co-ordination of all che productive functions from the important first 
stages in effective plant maintenance, through Purchase Control, Stores 
Control, Material Control, Planning and Progress, Costings and on to 
deliveries on schedule, you will find Cope-Chat Management Methods 
playing an essential part in the War effort. 
hundreds of firms of all sizes in all iudustries have successfully built up 
either the whole or important parts of their internal organisation on our 
n methods, equipment, and service, and this same successful service is available 
-Details gladly. 


THE. COPELAND-CHATTERSON CO. LTD. 
EXCHANGE HOUSE e OLD CHANGE e LONDON, E.C.4 
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Ф 
Until then e e о How rich the beggar who has matches to sell 


to-day! How fortunate we who can get none. A paradox? Not at all. 
For by doing without even our new Ford cars we help towards victory and 
new peace and plenty for all free peoples. Until then, Ford marches 
on with the unique Ford Service Facilities 


for vehicles on work of national importance. 


* 


FORD MOTOR COMPANY LIMITED, DAGENHAM, ESSEX. LONDON SHOWROOMS: 88, REGENT STREET, W. 
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Cecil Chisholm says: — 


*Tell Them More Facts 


Works Propaganda 
Builds Output for 
These 3 Firms 











O-DAY internal propaganda is no 
side-issue, How. much absen- 

7% teeism, how much waste is due to the 
lack of it? Yet many directors seem 


to think that someone can take care 
of it with his left hand; even by a 
mere flourish of that same hand! 1 
run up against this attitude even in 
the largest concerns. 

Internal propaganda has а vital job 
of work to do, 


lt is indeed an im- 








men, engineers, account- 

reciate the intricacy of the 

А s involved, the delicacy of 

“technique required in internal works 
propaganda. 

Since publication here of the 
Ministry of Supply’s seven - point 
scheme last month, BUSINESS has! re- 
ceived a number of complaints from 
executives along the line " How does 
that help us?" "We are under М.А.Р. 

sor the. Admiralty”, or "We are sub- 

= contractors” “Tell us what we can 
do in our place to improve relations 
by propaganda without applying to 
any Ministry,” 


The ‘Ad’ Manager 
Probably Knows Best 


The first step is to call in your 
advertising manager. He is probably 
the one man in your concern who has 
been trained in propaganda, in the 
sale. of ideas as distinct from goods, 
atid in that complicated subject, the 
psychology of the average human 
being, Put him in charge of your 
internal propaganda. The first thing 
he will tell you is that you must not 
‘shove propaganda down your people's 

throats, They, don't like и. My 

own experience over thirty years is 
that most heavy, direct propaganda 
to workers is weak; that easy, man- 
to-man, rather indirect propaganda is 
better every time. 


The next thing he will tell you is 
that however good repetition is in 
advertising, it is death to successful 
propaganda, Take the case of the 
“Tt all depends on me” campaign. 
This is a grand slogan, Properly 
used it would have worked wonders. 
But in nine cases out of ten it has 
been clumsily and inaptly used, 

To start with, no slogan, no poster, 
no chart, should ever be allowed to 
stay on the factory wall or any- 
where else in the place for more than 
three or four weeks. It is as tire- 
some as a friend who will keep re- 


peating the same story, You may like , 


his catch phrase once, you can bear 
it twice or thrice. The fourth time 
it makes you see red. 


Change Your Slogan — 
and Your Posters 


Exactly the same thing applies to 
internal printed propaganda. Every 
slogan, every poster, every chart that 
you use should be changed every few 
weeks. This involves continual head 
scratching and work—but there is no 
way out. No propaganda is better 





This 


“Willy-the-Waster, < 
Hitlers Friend," has been made 
from scrapped material at Duniop's 


model, 


works. He is moved from shop 
to shop and the message that he 
brings is short and to the point. 





than stale propaganda, For 
propaganda does far more ha 
live propaganda can ever co 
Remember that the slogan w 
to see repeated in the new: 
and оп the hoardings 15 
at. It doesn't stare at uso 
factory wall for eight hours 
we don't trip over the damn 
every time we walk up the ste 
the canteen or to the office, 
















Dunlops Formed a 
Works Committee 


In a large concern the next 
is to form a small liaison p 
committee, As Mr, Harold 
Dunlop's, has pointed out, the 








such a multitude of publicity ones 
coming from the Ministries and pri- 
. vate sources that selection is сезона) 





The Fort. Dunlop Committee 
of Mr. Eley, the Sales Manager, the 
Works Manager, and the Personnel 
Manager, It decides which p | 
lar phase’ of propaganda : 
offered over. each. period, 1 
way clashes are avoided, A dri 
savings is not torpedoed. in п 
by another about absente 
salvage, Better still, no campuig 
allowed to go on too leng: 
certain that Mr, Eley, like the f 
stops every feature while the c 
is still good. 
It is a mistake to st 
propaganda 15 only. useful 
people less dissatished ог 
making them happy! 


Vauxhall Got Workers 
this Way 

















The experience of most 
P.R.O.s known to me is 
unanimous, Efficient internal 
ganda can successfully deal witii- 

i. The securing of new workers. 
2. Salvage incentives. 
3. The reduction of defective 

work. 


4. The reduction of absentersim. 
5. War Savings. 












т. The Securing of New W 

A tactful note to your owt 
can do quite a lot. Arnold А 
Employment Manager of V 
Motors, issued such а not 
employees on 22nd November. 


* (Continued overleaf), 
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Tell Them More Facts !—contd. 


it "included the following telling 


paragraphs :— Р 
As you no doubt will have read in the 
press just recently the announcement 
made by the Minister of Labour (Mr. 
Ernest Bevin) that he is most anxious 
for women to come forward and offer 
their services оп War Work, the 
Management felt that. they would like 
to make it known that during the next 
few weeks quite a number more women 
will be taken on. 
We know that women up to 30 years 
of age have been called upon to register 
and it is felt that it will not be long 
before the age of 40 years is reached, 
so we want to give our own employees 
the opportunity of talking the matter 
over with their wives in ease some of 
them who could, would like to come and 
work with us, & 
The whole object of this notice is to 
try &nd accommodate those who may 
be. called upon later to go into factories 
We should feel quite a little concerned 
if we had not given an opportunity to 
the wives of our own employees, 
Within a few weeks 400 women 
recommended by Vauxhall employees 
had been started, 

The following 
issued :— 

Just a little advance information to 
let you all know we are going to take 
on some more women next week, so if 
you have friends who want to come 
along and work with us, will you please 
get ап application form from the 
Employment Office and let us havé it 
back as soon as possible, 

You will like to know that with your 
help since the notice was posted on 
November 22nd, 1941, over 400 women 
have been recommended by our own 
employees and have been started, so we 
should like you now to reccommend more. 

At the same time we would like to say, 
“Thank You” for your help. ` 


note was then 


2. Salvage Incentives (Dunlop). 


Not very much has been done yet 
in the way of propaganda for salvage. 
But Harold Eley, of Dunlop, has used 
an original idea. He had a comic 
figure constructed purely of scrap 
from various factory departments. 
The figure is giant size, is mounted 
on a pedestal and is being exhibited in 
the various shops as a dramatic and 
out-of-the-way method of bringing 
home the necessity for avoiding waste, 

They have christened the figure 


“Willy, the Waster,” and have called 
him "Hitlers Helpmeet I think it 


will be agreed that this novel figure 
is a lot more convincing than the 
average poster on the subject. 


3. Reduction of Defective Work, 

A lot more can be done on this 
subject. Here physical examples, of 
waste, along with a chart, poster, or 
showcard are all that is necessary to 
do the job, 


4. Morris Talks Reduce 
Absenteeism, 

(a) Everybody is agreed that the 
visit of a R.A.F, pilot, a naval officer, 
of an Army man who has used the 
firm's product, is by far the best form 
of propaganda against absenteeism. 
Nothing else approaches it. Recently, 
a Warrant Officer returned from the 
Middle East who had for the last 
five years been using transport manu- 
factured by a Nufheld associate and 
he visited some of the Nuffield fac- 
tories, The effect of his very brief 
and informal chat with workers was 
electric. 

Fred Rasch, of Nuffeld's, has 
found that a capable war corre- 
spondent, who has seen active service 


.with one of the fighting forces, is 


also very popular. 

Men who have ruhg the bell at 
Nuffield works include a Commando 
Officer, who gave a talk on his ex- 
perience in the Norwegian raids: an 
Officer from the Middle East, who 
had seen the meeting of the British 
and Russian armies at Teheran: 
and a Tank Officer, who had just 
returned from Libya, 

But the number of Service Officers 
or press representatives available is 
insignificant. One big concern, 
employing 9,000 people tell us that in 
twelve months they have had one 
half-day visit from two R.A.F. 
Officers only, Again the answer is 
that the advertising manager, with 
his experience in propaganda, is often 
better able to convince the Ministries 
of the necessity for a Service visit 
than anybody else! He knows how 
to keep on their tail! 


BUSINESS for 


(b) The next best method is visits 
by factory employees to a bomber 
station or to an A.A, battery. In one 
case some Morris workers saw gun 
drill, were shown how the various 


guns worked and were allowed to 


* play with them." 

On this occasion the workers were 
entertained to lunch by the battery. 
Later that day they witnessed an 
attack by aircraft on a gun site. 
Obviously members of such parties 
must be selected by ballot, which all 
adds to the thrill. 

(c) My readers know all about the 
use of posters, charts and notice 
boards, Very often an output chart 
seems to cause more interest than the 
best poster, But the newest posters ot 
the Ministry of Supply might well be 
copied by the Ministry of Aircraft 
Production and the Ministry of In- 
formation. Midland Electric Manu- 
facturing Company use photographic 
posters of their products in use in 
guns, planes, etc. These are fre- 
quently changed. Humour made a 
success of the absenteeism poster 
shown in this issue from Light Alloy 
Products Company Ltd, 


The Value of a Live 
House Magazine 


(d) Admittedly, the house organ is 
one of the best possible media for 
improving personnel relations, The 
pity is that Paper Order No. 36 re- 
duced the amount, of paper to be 
used for house organs to 1076, 

'The industry has a very sound case 
for asking the Ministry of Supply to 
alter this ruling. Unfortunately, that 
case has never been adequately pre- 
sented either by the appropriate body, 
the D.M.A.A,, or by any of the im- 
portant associations of manufacturers. 

At a meeting organised for the 
B.D.M.A.A,. by Advertisers Weekly 
in London, the P.R.O. of the Minis- 
try of Supply, Mr, J. L. Henderson, 
advised the Association to prepare a 
sound case based on voluntary ration- 
ing of existing house organs and 
including a standard format and 
policy, He pointed out that such a 
rationing scheme had to reduce total 


(Concluded on page 16). 


* 





20 feet long by 4 feet deep, this anti- 

absenteeism poster in a Birmingham works, 

designed by the firm’s Security Officer, and 
carried out locally, spurs on ' production. 






urgent 





© tinuous. orders, 
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Management in War Time—C.C. 


Production Increase Potential e Yields per Man-Hour e Supplies 
Allocation of Space e Transfer of Workers e The Regional Boards 


HE Government believes that out- 
put can be increased by 25%, 
Mr, Bevin has asked for an increase 
of- 30-40%, What is the increase 
actually attainable? The matter is of 
interest to every, executive 
because it is admitted that our own 
services as well as the Russians still 
complain of lack of supplies, which 
is particularly true of equipment and 
spares. 
cd have just seen an expert estimate 
Zdrawn from exceptionally complete 
sources, With our main. factories 
built, with our main sources of 
labour tapped, with the Services full, 
but still claiming more men, only 
three methods of increasing output 
remain, Firstly, from the non- 
essential industries, from shops and 
transport this expert estimates that 
about 2,300,000 workers could be 
obtained, Careful study of the 
^"Marketing Survey of the U.K. will 
«show that the actual potential from 
these sources is well under 1,500,000. 
lie Supply Ministries have them- 
selves tumbled to that fact. Hence 
the reduction in some of the gran- 
diose schemes outlined last year. 






S expert is on safer ground 
when he deals with the second 
possibility; increasing the yield per 
man and per man-hour, Is it realised 
that the average factory is only 
working 60 hours a week? Sources 
which this expert thinks would yield 
a big potential increase are: removal 
of idle machines due to lack of con- 
and to change of 
specification; to delay in providing 
raw material and machine parts, to 
too-frequerit changes of the job and, 
most important of all, to bad specifi- 
cations. 

Like some of the Area Boards, he 
complains of the failure of specifica- 
tions to allow for the use of press 
tools, of standarised parts, of simpli- 
fied design, to use lowest effective and 
not the best material, Today the 
‘optimism is commonly the poorest 
‘material that will stand up to its 
work, ' 

Only one of these factors is in the 
hands. of management. That is the 
failure to provide raw materials or 
machine parts. Here, only the most 
modern and  ruthless methods of 
1 material-chasing, . progress-planning, 


"cand stock-keeping will yield results. 


'The writer believes that from this 
source alone, linked with an improve- 
ment in technique, attendance and the 
reduction of  unessential transport 


through a better distribution of 
workers among factories, the output 
potential can be increased by no less 
than 3096, This sounds fantastic 
but when the same expert said in 
1940 that munition output was but 
25% of what was possible, we were 
inclined to argue with him, Yet 
to-day output has been quadrupled 
and no one will pretend that we have 
reached anywhere near the limit. 


HERE is one other way in which 
output could easily be increased 
without either more machines or more 
men. This is by better allocation of 
factory space and labour, As Mr. 
Bevin well said the other day, the 
idea is to utilise labour where it is 
and the people where they are. Is it 
realised that Scotland is only giving 
20% of its potential output; that 
there are factories with empty space, 
men idle in Liverpool, Manchester 
and many another Lancashire town. 

Either concentration or Supply 
Orders have stopped every one of 
Scotland's industries excepting ship- 
building and: steel, for her general 
industries apart from these are 
cotton, silk, linoleum, lace, jute, 
paper, cast iron, hosiery and rubber, 
Yet Scotland offers — exceptional 
advantages for munition work. The 
women workers are there in plenty. 
'The West Country factories are close 
to the port of Glasgow. It is 
possible to work two shifts in most 
factories because the people are 
available, There is adequate accom- 
modation for workers. 

Yet Scottish workers gre coming 
down to Birmingham which was 
already overcrowded in 1938; and the 
Ministry of Supply keeps pouring 
machines and women workers into 
this overcrowded area ignoring the 
possibilities awaiting it in the old 
factories of Scotland and Lancashire. 
Could not Scottish and Lancashire 
manufacturers get their M.P.s to put 
a strong case to the Ministers of 
Production and Supply? 


HREE factors are worrying every 
management on war work to- 

day. The first is priorities. To-day, 
everything is a priority which means 
that nothing is a priority, What is 
needed is an allocation of priorities 
from the top and as between the 
Ministries. The job would seem to 
be up to Captain Lyttleton as 
Minister of Production, Can he be 
induced to set up the necessary con- 
trol? This is one of the many pro~- 





















duction co-ordinations wl 
much better handled im 0 
under Mr, Lloyd George's 
leadership. 

It was Mr, Lioy 
make each of tl 
line on his decisions. 
wil need to. do the san 
would appear he has the ñ 
powers. : 

The second difficulty i 
plicity of inspectors, - 
is the worst offender. 
common for the Admi 
an electrical inspector from P 
ham to inspect the electric 
ment of each single unit of a 
duct, while га second "m 
inspector appears (comple 
colleague and Wren at the 
to study the mechanical par 
these days of Quality Control is t 
any real necessity for either of thes 








THREE MAIN SNAGS 
1. “Priorities” 
2. Inspectors 


3. Short Runs 


















Worst snag of all is the fai 
of the Ministries to arrange ma 
so that long time, labour and materi 
saving runs can be made fre 
machines. Generally speak 
Ministries will not give sti 
notice to a contractor to 
continuity, For instance, 
fuses are wanted, the ent: 
will not be placed with a requ 
40,000 per week after a given 











The idea of a running con 
coupled with progressive relta 
common in industry, seer 


anathema to the Civil Serv 
can efficient: production 
any other way? Ags it 
continual stoppage of the 
ing and messing about, 
repeat order comes along. 

Here, as elsewhere, our 
associations show far too Ше 
prise, ingenuity and energy in 
their case to authority, in 
their complaints with ruth 
in seeking wide publicity 
where necessary. 

In my experience the теп 
industry's hands, There is 
the Civil Servant so muc! 
justifiable expert criticism in 
sible organs. 

iConcluded on page 
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"This control chart for the production of valve parts shows very clearly how quality 
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control acts as a check. Variations were so marked that om the 33rd day an alteration 
in production was made, From then on the variations diminish. 


What Quality Control Means 


Advantages to Maker and Purchaser 


i 1935 the British Standards 
; & Institution published as their 
v BS.600 “Application of Statistical 
Methods. to. Industrial 


E. S, Pearson. This publication has 
now been revised and republished in 
interim form, but it should be read 
in conjunction with B.S, 1008 — 1942 
which is a description of what may 
be called the “American” method. 
In our last issue (pages 12 and 13) we 
illustrated two of the charts from 
this pamphlet. 

Quite frankly, the Americans have 
stepped in where British industry 
failed to respond, and they have 
carried. Quality Control a number of 
stages farther than were envisaged 
ае original publication. 


Dus The. American basis for Quality 


Control 1$ that each chart is a gra- 
риса record. of quality, On each 
“chart аге placed а pair of control 

апт, toleration allowances, which in 

the United States are calculated at 
"3 sigma" distances from the central 
value, The British scheme proposed, 
and this has been followed by many 
British users, that the control limits 
should be placed on a "probability 
basis.” "This means. that. the toléra- 
tion limits (on this chart) are set 
unsymetrically about the centre. 


; Standard- 
~ jsation апа Quality Control” by Dr. 


For general convenience BUSINESS 
has adopted the American method 
which indicates clearly what is, and 
what is not, permitted. The limits 
in these charts are so placed that any 
plotted point which falls outside 
theirs may be deemed worthy of 
immediate attention, 

Any technical man, engineer, 
chemist or textile expert can visualise 
what are“the permissible limits of 
variation of the product with which 
he is dealing, These variations may 
be measured in terms of dimension, 
chemical content, performance rating, 
and so forth. Such limits have been 
used traditionally, by producer and 
purchaser alike, to check the quality 
oi the lot. 

Control limits are something more 
than this, They are not so much used 
to check the quality of each unit of 
a given lot as to mark any divergence 
from an already fixed basis. 

Quality measures commonly used 
are: 

(a) The average of the observed values of 
pe mdividual units under considera- 
(b) Some measure of the dispersion of 
the observed values avoid their 


average, such as the standard 
deviation or the range, 


Where individual values are tested or 
examined primarily to determine 
whether or not they conform to a 


the 
measure fraction defective is used. 


specified requirement, quality 


How to Assess Variations 


How to Assess Variations—X-head.” 
The quality of a product as. 


measured shows variations that mayo. 


be attributed to. numerous causes. 
Such variations can be classified: 
(1) as deserving no further attention; 
(2) as "significant," indicative of a 
cause that needs. correction, if 
possible. The control chart indicates 
when and where the trouble has 
occurred, whether. from ` material 


defect or processing aberration, and . 


the elimination of the trouble is an 
engineering problem, Once the assign- 
able causes of variation have been 
eliminated to the extent that practic- 
ally all the plotted points remain: 


within the control area, the process 


is said to be in a state of "statis-- 
tical control.” 

When this condition has | been 
reached no higher degree of uniformity 
can be obtained with the prodüction 
system in use. з 

Should the “control”? not meet 
with the specification. requirements, 
one of these. two correctives should 
be adopted : : à 

(a) з 

eally altering the production process; 
(b) Adjust the specification to the exíst- 

р ing control level, 

Chief practical advantages, to 
manufacturer and purchaser, of a 
state of control are that the variation 
between individual units is the mini- 
mum possible for a given process, 
and that samples provide the most 
reliable data for judging the quality 
and production as a whole It 


ift the level of contro] by radi- i: 
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follows therefrom that sampling in- 
"spection will generally prove sufficient. 
“Further, the percentage of the pro- 
duct which will lie within any given 
pair of limits may accurately be 
. assessed; it may also be-indicated 
whether or nof it is worth while 
changing production methods. Again, 
it may prove of advantage to the 
purchaser to. accept the evidence of 
the mantüfacturer's control charts, 
presented for his:scrutiny, rather than 
that of his own: periodic sampling. 






lishing Control Limits 


Control limits. are established by 
computation, in which use is made of 
data covering past and present pro- 
duction methods, and formülae de- 
rived from the statistical approach 
to. the. Quality Control problem, 
whose ‘reliability has been proved by 
practice, They perform two func-' 
tions: Assisting judgment as to 
whether a state of control exists, and 
providing action limits for attaining 
control, 


‚ Next month we shall record actual 
results from the controls established 
Бу Creeds. 
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Quality Control Notes and 


|: News: 

UCH interest has been aroused 

by the rumour that A.LD. was 
prepared to accept Quality Control 


charts, Here is a resumé of what 
Mr. Н. J. Lucas, of the Ministry of 


Aircraft Production, said at a recent - 


London gathering, when seven hun- 
dred and fifty directors, executives 
and engineers turned up for the 
meeting, arranged jointly by the three 
engineering institutions, on quality 
production, which shows the extent 
of the interest aroused. Sir Andrew 
Duncan, Minister of Supply, was a 
keenly interested listener, 

“The Ministry is not unsympa- 
thetic and I think it has not been 
slow to take action... . The guid- 
ing principle of the. Directorate has 
always been the acceptance of the 
inspection of an approved manufac- 
turer... . If, as has occurred in cer- 
tain instances, a manufacturer pro- 
poses to utilise Quality Control, the 
Department is prepared to accept 









This chart; more or less explains itself. It 
gives im concise form the variation data of 95 
individual values over a period of 15 days 


сава aise indicates the averages and maximum 
? : recorded. 


variations 





Items 


this fully and, indeed, to welcome. it. 
A properly maintained control chart 
would be accepted in Нен of 1089 
detail inspection and to a depres 
check test,” 
ГЕ learn. that a tri-partite meet- 
ing: of Engineers similar to 
that held in London will shortly tz 
place in Birmingham, This will gie 
local firms the opportunity io € 
Quality Control.at first-hand: an 
benefit from the experience of. 
near neighbours, Amongst. 
firms who are expected to 
tails of the effect of this 
their own production 
Thomson-Houston, 




















* ж Ж 
mmediate effect would seem to 
been given to the pledge qu 
at the London meeting by Mr. E. 
Watson Smyth, of the Ministry of 
Labour and National Service, =e 
stated that his Ministry proposed to 
teach the system at its Training 
Centres; indeed, it had already trained 
some 1,000 pupils. He would also 
arrange for courses of instruction t 
any employees sent to his Centre 
this purpose, Trainees qualified | 
Quality Control are already. ber 
posted to factories and their 
of efficiency has been commented up 
very favourably. 

ж 
















d 


On 


ж 
EADERS will be interested. to 
note that Quality Control is no 
new-fangled idea brought to this » 
country. from: overseas--on the. cons 
trary it is home-bred, 

Typically enough, the technique was 
first developed in a paper read to th 
British. Standards. Association б 
years ago, The highly technical report 
published at the time by the Hs. 
received little attention. It is 
hoped that the re-issue of boti: 
and the simple, non-technical 
can Standards. Association re 
the В.51, will make. this 
accessible to thotisands of exec 

The technique in.itself deman 
particular mathematical or ste 
skill, as will be seen from ti 
grams we print, Progress. in 
of Quality Control by British 
will be recorded regularly monti 
month in BUSINESS, 
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RITICISM of Quality 
so far encountered sect 
turn upon the two points that 
not foolproof and that и ig nor 
versally suitable. One critic . 
indicated, how, after a number 
genuine tests, a control chart may | 
faked ad infinitum, and claims (hei 
«Concluded on page 37) 
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52 EQ UAL Wage Packets 


How the Nunn-Bush System is 
Planned and How it is Working 


in Practice 


N interesting experiment designed 
to solve wage problems is being 
successfully carried out in the United 
States. It is the Nunn-Bush plan 
introduced in July 1935 by Henry L. 
Nunn, president of the Nunn-Bush 
Shoe Company, The plan guarantees 
each employee 52 wage payments a 
year whether he works every week or 
not, 

After studying the economic rela- 
tions between management and 
employees for many years, Mr. Bush 
found that though shoe prices were 
high or low, an invisible law seemed 
always to allot 20 per cent, of the 
takings to the workers. Аз the 


employees received that percentage if 
wages were raised or lowered, he 
thovght it might be a good plan to 
stabilise “their рау at that figure. 


20 Per Cent of Gross Always 
Goes to Employees 


Realising that the worker’s constant - 


dread is to be "stood off" he thought 
the best way to operate the plan was 
to credit the entire labour personnel 
with 20 per cent, of the sales returns 
each week, But the next problem was 
how to divide the money among the 
workers. "The employee's formerly 
hourly wages was chosen as the guide 





Tell Them More Facets? эш. 


consumption of paper while securing 
adequate circulation in each establish- 
ment. 

I suggest that Publicity Committees 
of important associations like the 
Society of Motor Manufacturers and 
Traders: Society of British Aircraft 
Constructors: Engineering & Allied 
Employers National Federation, and 
other bodies, support any action of 
the. B.D.M.A.A. by direct application 


~ хое Ministries. 


In my humble opinion very few 
industrial concerns have switched 
their house organs to the serious job 
of assisting in war-time production. 

Here are some of the points with 
which a little 16-page monthly issued 
to the workers could deal with: 
() Care of tools; (i) wastage of 
materials, gas, electricity, etc. ; 
(in) bouquets ` from Ministries and 
management; (iv) instructions by the 
Board of Trade on their coupon 
schemes; (v) instructions by the 
Ministry .of Food on their canteen 
My feeling is that such 


Љу вас. group of workers. On the 
hand, some experts like Mr. 
Fred Rasch, of Nuffield's, believe 
that this 15-а job for the Ministry of 
Production, =- Even they admitted, 
however, that separate editorial 
would have to. be supplied for each 
section of workers; 

However, either scheme would help 
enormously in improving relations 
between management and workers. 
The urgent thing is for Trade Asso- 


ciations and the B.D.M.A.A. to get 
busy; firstly, to convince the Ministry 
of Supply of the soundness of their 
cause; secondly, to arrange for the 
issue of such journals either by in- 
dustries or by individual concerns. 

(e) Entertainments by ENSA are 
generally popular, more so than in the 
Services, 

(f) Factory Talks, 
use is made in many factories of 
loud speakers, While nobody wants 
to listen to a pep talk from a director, 
three-minute chats on a specific job 
or on a new situation are useful. 


Surely too little 


5. War Savings. 

Thanks to energetic progaganda by 
poster, talks, direct mail, Ford 
employees have got the team spirit 
into their saving in a wonderful way. 
As a result, 87% of the company’s 
people are in the Ford’s Saving Group, 
This is a record, it is believed, 

Fort Dunlop has two separate 
bureaux, one for the factory and one 
for the commercial side of the busi- 
ness, Savings Certificates are not 
just issued, they are sold. The 
worker desiring to start a Savings 
account is seen by a special repre- 
sentative in а bright office, In 
addition a continual stream of lively 
factory propaganda is kept up. 

Soon after this organisation was 
set up, Dunlop employees doubled 
their weekly purchases of Savings 
Certificates. All of which shows the 
big potential that can be tapped by 
expert propaganda. 


in н orking out the money to be paid 
tz him each week, The worker's 
hourly wage was multiplied by 37—. 
the average number of hours worked. 
This rate was called the differential 
rate, Lecause the difference between 
the amotiat paid weekly and the actual 


earnings was to be paid at the end of ~. 


the year. Beforé the forty-hour-week 
law was passed, there was provision 
for overtime payments for night or 
Sunday work. 


Plan Worked Well 
Slump Days 


in Pre- 


During the last half of тоз the 
plan worked well and about a five per 
cent. payment was due to the workers 
at the end of the year. 

In 1936, business was excellent, and 
the plan worked splendidly, Tt even 
worked too well, for there was more 
than 37 hours work and the employees 
began accumulating a larger reserve. 
The multiplication was raised at the 
request of the workers’ committee. 
Instead of multiplying the differential 
rats by 37, it was парне by а 
larger figure. Still the plan worked 
exceedingly well. = 


Slump Weathered by Agreed 
* Adjustment’ 


The trade slump hit the company in < 
1937, as it did most others. Difficulties 
arose. Rather than shut down the 
plant, the company piled up shoes for 
atime. With sales as they were, how- 
ever, it was found impossible to go on 
accumulating stocks. Though work 
slackened, the pay packets continued - 
and by 1938 there was a deficit—the 
employees had overdrawn and were 
being paid more than was due to them. 
Adjustments were made. The multi- 
plier was reduced and as business 
improved the plan began to function 
again successfully. 


Debt is Being Paid in Full 


To-day, a small deficit ‘remains to 
be paid by the workers, Mr. Nunn 
does not feel this is serious, though 
he thinks it was a mistake not to allow 
a reserve to accumulate for periods in 
which the men worked less than the 
agreed minimum: He feels that in 
future managements must act to pre- 
vent a recurrence of conditions which 
bring about overpayment in wages that 
must be adjusted later. With sales 
increasing and prices going up, the 
plan is to-day functioning better than 
ever. But it brings about a repetition 
of the workers' desire to have all his 
earnings in each week's pay envelope. 
As things are now, pay envelopes are 
not as large as the "weekl ly earnings of 
the employees, A surplus is accumu- 
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lating, which will be paid to each 
worker at the end of the year. Some 
workers do not want part of their 
wages held back till the end of the 
year, though they want the stabilised 
earmngs the Nunn plan offers. 

Last August two elections were held 
by. the employees to decide on several 
proposed plans to increase their weekly 
wages so that they would approximate 
“more to their present high earnings. 

Al the proposed plans were voted 
down, The workers preferred to have 
a smaller wage packet each week and 
a larger settlement at the end. of the 
year, and so permit the accumulating 
money to become a reserve fund for 
less prosperous times, Mr. Nunn told 
his workers that if they voted to 
receive total earnings in busy times 
as fast as they earned them, he would 
have to ask for the privilege of 
changing the hourly basis of com- 
pensation as often as was found 
necessary. This would permit the 
company, at any week, to multiply 
the hourly rate by 37, 36 or 35 hours 
or less if necessary instead of by 37. 
Some industralists have criticised 
the plan because they say Mr. Nunn 
and his associates have lost control of 
their plant. They think the manage- 
ment of. Nunn-Bush can no longer 
exercise tlie. prerogative of giving 
orders to its workers. 






nagement Has Not Lost 
Control ” 





1t is true that the management does 
not give orders. When. the company 
wants to change a plan, improve a 
process or make other changes in the 
factory, the workers are allowed to 
vote on the proposal. If the men vote 
against the management’s request, 
“there is provision for arbitration. It 
has, so far, never been necessary to 
submit a decision for arbitration, Mr. 
Nunn has said “We can accomplish 
more by our methods than most man- 
agements can by their time-honoured 
ones,” 


Products Quality is not Let 


Down 


He is convinced that the quality of 
‚ Nunn-Bush shoes has improved since 
the plan went into effect. He says: 
“To-day the workers, knowing that 
when shoes must be sold as seconds, 
20 per cent, of the loss comes out of 
fheir own pocket, simply will not 
tolerate careless workmanship." 
Tn the Nunn-Bush plant there is a 
group of new workers—learners—who 
:do not participate in the fifty-two-pay- 
packets-a-year plan, They are called 
"DB" workers. Although they do not 
participate in the guaranteed wage 
packet plan, their wages come out of 


the Year 


the 20 per cent. oí the sales made, 
and the other workers understand that 
they actually pay the salaries of these 
newer employees, Because they under- 
stand it, they do everything in their 
power to assist these learners to 
master the job and become efficient. 


Workers Sit with Directors: 
See Accounts 


A representative of the workers 
sits on the board of directors. At first 
there was reluctance on the part of 
the board to go so far and to allow 
men to learn the salaries of directors, 
Mr, Nunn showed his confidence by 
insisting that the workers’ represen- 
tative see all the salary figures, as 
well as all other information about 
the company which most managements 
consider strictly confidential. He 
explained that it was true the officers 
could outvote the worker member, but 
the management wanted the workers 
to know and to object to anything 
the board did, which did not meet 
their approval, So far there have 
been no objections raised. 


Workers Enforce Rules Since 


* Sack” Ended 


This does not mean there is com- 
plete agreement on every problem 
which has arisen. From time to time 
the workers have advanced certain 
objections, some requests, and as 
mentioned earlier have asked for an 
increase in weekly payments. 

Long ago Nunn-Bush gave up the 
right to dismiss employees without 
the permission and review of the em- 
ployee committee or the shop union. 
Because of it the workers actually 
seem more strict in enforcing discip- 
line in the shop, in demanding a fair 
day's work from every employee and 
in general policing themselves. 

The company has operated a profit 
each year, sales have increased and 
while there have been some mistakes, 
both management and labour seem 
content with the plan and are firm in 
the belief that both are better off 
because of it. 


Not a Panacea but it Has 


Points 


Tt would be idle to' present the 
Nunn plan as a panacea for all labour 
problems, or as a permanent cure for 
the many misunderstandings between 
capital and labour. But where a 
management really wants to insure 
steady pay to labour, and to give 
labour the highest possible awards 
commensurate with sound economics, 
the plan seems to have practical possi- 
bilities for application to similar 
plants, 


‘themselves by producing 


THE ADVANTAGES OF de 
TISTICAL QUALITY CONTROL 


ONSIDERED as a ie 
pure and simple, quality 

is an extremely pawerfal pre 
tive of defective production. 
enables one to determine when + 
ficant changes in the expected 
level have taken place, ever 
such changes have not vet me 































material. Italso provid 
basis for investigating = 
with a view to minimis 
bility of producing defective т 
Considered as an aid to prc 
quality control is an extreme 
ful lubricant, It enables on 
tain throughout a smooth and 
flow of product uninters 
excessive rejections. Tt 
a reliable basis for judg 
accurately from samples i 
from the product as à it 
hence for determining with a mi 
mum of both effort and u suntu 
whether product quality can e 
mically 
limits. 
Considered as an aid to 
ment, quality control is an e 
valuable tool 15 use of 
fically established sampling 
makes possible considerahile 
in inspection costs, 
While 


represents one of de 
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important economies effe 
sound quality-control p 
will usually be further 
reduced scrap losses and repair 
Further, such a. proeran 
often. bring about more si 
manufacturing methods and 
interruptions to production, t 
tending to improve the, earnings 
opetatives and to provide for 
economical production, 
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the deception could not 
guished. This surely 
hairs. No- system сап 
from deliberate faking, 
no product that is subi а 
use can be consistently passed, 
it 15, “ sub-standard.” 

With regard to universal 
tion we are not aware tha 
has ever gone so fare as te 
this for Quality Control. 
ported in our last issue, Sir 
said that it should only be us 
divergence for the set stan 
excessive. It should be used 
resolving a specific pr 
for changing design or m 
illustrated in chart No 
of this issue}, and for 
sequent production, 
narrower specific limits 
previously envisaged. 
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ing Time is The Contract 


Period Chart" 


By the Production Manager of 


a Large Engineering Concern. 


С, CITING materials and parts into 

the factory on time is one of 
the “hardest problems in production 
‘to-day... Keeping the production of 
all necessary. parts for assembly in 
balance is the second, The third 
difficulty lies outside the factory. 
‘This is to get any Government De- 
partment to place а new contract far 
‘enough ahead for. the preliminary 
work to be done before the floor 
space and some of the machines are 
freed by completion of the previous 
contract. 

Naturally: опе does not claim that 
any form of schedüle or chart will 
‘assist in the latter. problem. But 
even here our contract period Chart 


shows very ety when we want the 
Ministry in question to act. 'The 
chart I am about to describe is used 
in'conjunction with a complete Basic 
Schedule showing every item, when 
it is required and in what quantities. 
We check progress or Basic Schedule 
with progress required by the chart. 
Every manufacturer knows the 
position that arises with both the 
supply of raw materials and the sub- 
contractor, In the latter case you 
may ask for delivery of a certain 
part at a giv en date, The sub- 
contractor says, " Yes, assuming we 
have no sickness or breakdowns." 
(There may be a number of other 
saving clauses in his mind) In 
other words he is accepting the con- 
tract conditionally, Naturally enough 
he may be gambling on delivering two 
or three hundred instead of a 
thousand promptly and trusting to 
the delays in your own works to give 
him time to make up his own lag in 
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The above chart for three ‘‘Peram- 
bulator" Contracts covers. fixed 


have been prese! 
over a similar period, 


production, ' 

Our Basic Schedule, however, 
shows precisely the number of units 
we shall require from him, week by 
week ,throughout the entire contract. 
This estimate is very carefully made; 
it asks for little over the minimum 
requirements for the job.as it will be 
progressing through the works week 
by week. At the end of a short 
period we send the sub-contractor a 
progress return which compares his 
actual performance with our Basic 
Schedule during. ‘the first week or 
two, 

Rarely can actual performance 
come up to the original schedule, 
save on one or two items, For that 
reason our progress schedule is in- 
creased by gradual stages to a little 
ahead of our own schedule’s pro- 
duction or assembly figures. Thus 
we ask the supplier to deliver the 
means between our absolute day-by- 
dav requirements and our optimum 

(Continued on page 34). 
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HEN a factory, which іп 

normal times employs only a 

small percentage of female labour, 

suddenly finds it necessary to recruit 

large numbers of women employees 

it follows that some adjustment of 
ideas and policy is inevitable. 

We quickly decided that the best 
мау to conquer the bogey of absentee- 
ism was to make the factory such an 
v attractive place. that workers would 
"mot want to stay away. To do this 
it is necessary : 

(a То make the worker feel at 
home, 

(b) To maintain her interest in her 
© ору and in her employer. 

(1) The method that we find most 
effective in making women workers 
at home is rarely mentioned, This 
is the careful reception of women 
into the factory, (Most of our new 
women recruits have never been in- 
side a factory before) 


Welfare Visits Popular 





For this purpose we employ two 
women. personnel а with entirely 
different approaches. One is a girl 
who has spent her whole working 
life in the factory, graduating from 
bench to charge hand, forewoman 
and, finally, welfare officer. This 
gir] has an intimate knowledge of 
the jobs on which the new women 
are to be employed, Indeed, if a new 
process is introduced she masters it 
herself before new women workers 
are recruited. 

The second. girl is a Government- 
trained welfare oficer with both 
theoretical and practical experience. 
Together they make a splendid team. 

Every day for the first fortnight 
one of these officers visits every new 
woman employee, has a little chat 
with her, and by a few words of 
advice am] encouragement gradu- 

ally builds up confidence, After this 
weaning process 35 over, the visits 





Our 8- Point Plan to 
Combat Absenteeis 


A full-time Morris war-worker. 
This article explains the firm's 
8-Point plan to combat absen- 
teeism. It covers most of the 
key paints of our last month's 
questionnaire 





OUR EIGHT POINTS 


l. Reception 

2. Testing for Jobs 
3. Promotion 

4. Time to Shop 
5. Health Help 

6. Joint Council 

7. **Part-Timers " 
8. 


Creches 





are not so frequent, but the officers 
in question do try to keep in touch 
with all women employees, The giri 
who likes working in the factory 
does not become a consistent 
absentee. 

(2) Next in importance 1 would 
rank methods of testing applicants for 
employment, The ordinary tests for 
intelligence are of very little use in 
a factory, 1 have yet to see the first 
rate worker at the bench who ranks 
first rate in an intelligence test or 
Vice versa. 

We therefore rely more on three 
other types of test. 

'The first is a temperament test. For 
this, various questions, often appar- 
ently meaningless, are put to the appli- 
cant and írom his or her temperamen- 
tal reaction a grading of temperament 
is made, It is possible to discover by 
such tests, for instance, whether an 
applicant has the team spirit highly 
developed or whether she is a keen 
individualist, a most important matter. 
While we do not claim that this 
method is iníallible, results taken 
с a period have been very success- 
ul. 

The second is the test for roufine 
intelligence. It is just as important to 
see that a person is not too brilliant 
for a job as to find out if he or she 
is too dull One type of mind falls 
readily into a mass production job or 
repetition work, while to another it 
is just a soul destroying job. 
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by H. A. Goddard 












Personnel Manager, Morris 
Lid. 
After that we apply tl 





tests, This may consist of р 
bits of metal with twee 
simple mechanical const 
enables dis carefully d 
how efficient! Iy. the brain 
the use of the hands thr 
and muséle, 

The one thing we claim 
tests is they prevent us fn 
many square pegs into 


Up-grading and кайа 





(3) The next most in зрогіз 
in securing loyalty and the 
tinual attendance is efficient 
ing. From the outset is eis 
Lord Nuffield’s policy io give. every 
employee the opportunity to adven 
Success with the policy is obvious 
with. the Board, for every 
Directors began his association у 
the concern in a humble capa 
on the shop foor. 

We have recently instituted s 
classes for we who wish to i 
tool setters, We are also r 
series of ires by our owt 
tives. designed to appeal t 
ambitious to become charge 
















Time for Shopping 


(4) Next in importance 
shopping problem. The v 




















finding a means of gi 
women workers and 


women workers, time off 
cannot be ovet stressed, 
we have given it the clo 
The iollowing are the 
taken : 
(а) We allow time off f 
martled women in p 
ib) We arrange wi 
stores on тесей 
to reserve a 
goods for each 
service: 
Fer personal sho 
etie, we allow e 
day off per month. 
vd} The whole faetory 
5 pm, on Frida 
(e) During the winter n 
were closed a£ bia 
successfully — petitioned 
Commissioner for permissie 
shons to remain open ons 
(Fridays) to 8 p.m. Most i 
shops were pleased to ox 


e) 




















* (Concluded on page 
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Tic. 1. Damy Crock Carp 


№ article of this nature must of 
| necessity be limited in scope, 
сапа the following description is 
“restricted to a brief explanation of 
Wage Payments and Costing, and an 
endeavour is made to explain in 
broad outline the methods involved in 
“handling. the following sub-divisions 
of the work : 

t. Factory Pay Roll and Wages 

Statistics. 

`2. Standard Costing. 

a. Job Costing, 

Daily clock cards (see Fig. 1) are 
used in each factory — differently 
coloured cards being used to distin- 
guish the separate factories, These 
cards. are combined clock and job 
cards, and contain all the necessary 
information from which to calculate 
wages, bonus and labour costs, The 
‘use of the daily clock cards enables 
ihe reconciliation between cost and 


: "financial accounts to be made with 


‘а minimum of delay. Decimal clocks 
are used for clocking purposes, and 
‘hours. worked are calculated on each 
card to the nearest tenth of an hour. 
The hours and amounts are extended 
and checked daily, and the cards are 
added in batches to obtain totals for 
;control purposes, 





-From each entry.on the clock card . 


a` job card is punched, and where 
overtime is worked а separate card is 
punched for the overtime cost. 
Different coloured cards are used for 
each factory to correspond with the 
. daily clock cards, The punched 








B USINESS for 


WAGES PAYMENTS & costiNes 


BY PUNCHED CARD. 
By J. Williams, A.C.LS. 


Head of the Comptometer Department of a large War-time Factory. 


cards are tabulated to obtain totals 
for agreement with the batch control 
totals,‘and are then filed away until 
the end of the pay week. 

In passing it may be mentioned that 
the work of extending and punching 
the job cards is done daily and so 
ensures an even flow throughout the 
week with a minimum of peaks, 


Wages Preparation 


When all the cards for the week 
are punched апа balanced, actual 
wages preparation is commenced. 
This consists of the following main 
items : 

I. A Bonus Tabulation is obtained 
from the iob cards showing each 
operator's output on each job (Fig. 2). 
bonuses are calculated and entered on 
this tabulation, aíter which a bonus 
card is punched for each entry. 
These cards are used when the pay 
roll is tabulated, 

2. A Tabulation showing each 
operators total earnings for the 
week, and overtime hours and earn- 
ings included being shown in separate 
columfs, In the production of this 


DESCRIPTION .. 


2. 008. Мыны. 


tabulation the summary card punch is 
brought into use, producing a wages 
card for each operator. The totals 
of these cards are agreed with the 
control totals, and they are then used 
in the production of the pay roll. 

Immediately after the preceding 
tabulations have been produced and 
before commencing the actual pay 
roll all the job cards are re-sorted 
into account chargeable order and 
tabulated to produce the wages dis- 
tribution for the week, Then the 
cards for certain accounts are re- 
sorted and tabulated to provide vari- 
ous returns, such as: ` 

(a) Idle Time Analysis 

(b) Rectification Analysis 

(c) Overtime Analysis. 

(d) Job Cost Analysis. 
Etc., etc, 

In addition to the bonus and wages 
cards the tabulation of the pay roll 
involves the use of pay roll deduc- 
tions cards, The class of deduction is 
indicated in column 2 of the cards 
which are kept in a standing file and 
used over and over again. The three 


(Concluded on page 22). 
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Loc + ; 
a Suml rf gure-work 


4 over you 






SUMLOCK / 
ADDING- CALCULATING *- 


BRITISH-BUILT- THROUGHOUT 













THE LONDON COMPUTATOR CORPORATION LTD., t, ALBEMARLE STREET, LONDON, W.1. * Telephone BEG. + 


4 











typ ‘of cards are sorted into type 
and clock number order ready for 


the production of the pay receipts. 
These are produced on special con- 
tinuous stationery, using the "long- 
feed " attachment and the summary 
card punch in action, ^. l 

At every sub-total, that is, as the 





showing the. Clock No, Net and 
Gross earnings, ~~ 

The use of the “long feed " ensures 
accuracy of paper alignment and the 
continuous: stationery enables full use 
to be made of the tabulator, which is 
kept running without interruption until 
the job is completed. The tabulator 


operator separates the receipts whilst 


x 


(concluded). EY 


(с) Comparative Statement of Bo- 
nus and Day-rate Earnings. 

(d) Statement by Dept. and Oper- 
ation showing Percentage 


Bonus, 
From No. 3 Card (Wages): 
(e) Statement showing hours 
work by male and female 


(f) Statement showing deductions 
made from each cperator, 
copies being sent to the vari- 
ous departments concerned, 
Le, Insurance deductions to 
Insurance Dept, for the pur- 
pose of affixing stamps to 
cards, Savings deductions to 
the National Savings Dept, 
efc, etc, 


PAYROLL AND COIN ANALYSIS 


"v E amn uae] ae] а Lx Tn] 








2 64 * 


231510 + 


61.1510 85164 * 


Ра, & Tanutation or PavroLL AND Com AwALYs SUMMARY 


attending to the machine. After tabu- 
lation the pay receipts are dated, sten- 
cilled with the operators’ names, and 
after being scrutinised for minimum 
earnings (for Income Tax deduction 
purposes) are issued to the foremen 
for distribution. 

The Income Tax cards produced in 
the: summary card punch are then 
listéd out on the tabulator to produce 
the pay roll simultaneously with the 
toin analysis summary, The columns 


indicating clock number and nett- 


wages. are printed in duplicate, the 
"top copy consisting of gummed slips 
"which are fastened on to the pay 
‘envelopes. The Income Tax cards are 
then filed away for subsequent use 
in preparing the six-monthly return 
of income |. 

-Further information is produced 
on the tabulator from each of the 
cards. used, as. follows : 

From No, 2 Card (Bonus): 

(а) Supplementary Wages Distri- 

bution, 

(b) Statement of High and Low 
Vo oU Eamings. і 


Standard Costing 


From the bonus sheets in the fore- 
going, cards are punched and are 
used for the tabulation of a monthly 
cost summary, These cards are 
punched to save card passages on the 
tabulator. We are able to reduce the 
monthly volume of cards used for the 
cost summary from 120,000 to 28,000, 
and avoid a greater monthly peak of 
sorting and tabulating time. 

The monthly summary serves for 
the ascertaining of labour and burden 
variances, which are obtained by 
comparing the actual costs shown on 
the takulation with predetermined 
standard costs, both in total and cost 
per cent. Extracts are made from 
these comparisons, and where neces- 
sary the Works Managements are 
given the information to enable them 
to exercise the necessary control over 
their costs, 


` Job Costing 


Summary cards are also used for 
this work, Each week the appro- 
priate cards are used to provide a 


é 


# 


P unched Card 


. BUSINESS for 
tabulation’ from which, after: the 
burden has been:calculated, Summary 
of Works Order Cards аге punched. 
Similar cards аге punched from 
Material Requisition and- Invoices. 
At the. end of the month all these. 


‘cards are sorted into Works Order: 


No, order together with cards on 
which the account number is pres“ 
punched, and a. tabulation produced 
showing the Works Order expenses 
for the month, Further summary 
cards are punched from this tabula- 
tion so that we end up with one card 
per works order per month, írom 
which a monthly tabulation of Works 
Order Charges is produced. 

The summary cards are then filed 
until notification is received that the 
Works Order is closed, whereupon 
the cards are extracted and tabulated 
on continuous stationery to produce 
the Works Order Record. 

It will be appreciated. from the 
foregoing brief review that. the 
nature of the work handled is very 
comprehensive, In all fifty different 
tabulations are produced weekly, and 
a further twenty-five at each month 
end. 

In order to facilitate the rapid set- 
ting of the Tabulator we have devised 
a machine setting chart which we. 
have found of great valye, especially 


‘during the training of new operators. 


One of these charts is prepared for 
each tabulation, and thus in every: 


case the set up can be completed 


without error in less than one minute,“ 


TIMEKEEPINC BONUS SCHEME 


66 Fee some years we have been 

hampered in our production 
programme by persistent. bad time- . 
keeping, and frivolous short absentee- 
ism. 

"We have tried locking out, per- 
sonal warnings and suspensions with- 
out obtaining satisfactory results, in 
fact, suspension has meant additional 
loss in production. 

“Threats and penalties being of no 
avail, we tempted the sporting in- 
Stinct by resolving to award a bonus 
on the following lines : 

All employees who are not late 

-at the commencement of their shift, 

and after the meal-time break, and. 

have not been absent during the 
week (unless: they produce evi- 
dence of illness) are paid а flat 
bonus weekly of ~ 
Males over 21 years / 
Males over 16 б under 21 2/6 ,, 


Males under 16 years 1/- , 
> Females over 16 years — 2/— „ 
Females under 16 years 1/- ,, 


"Suitable allowances are made for 
abnormal weather such as fog, and 
traffic dislocation, according to cir- 
cumstances, 

“The result of this scheme has led 
to a marked improvement." 
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Buying & Stores Records 
Which Speak for Themselves. _ 


I call out the 
* Dm the signal- — 1 ams Г price you ought to 
ў А |^ pay (don't wade 


man; I show when Е. ; 
through piles ef 


there's danger on 


? f : * suut T 
1 » Ч 4 К ПРОБ * 
the line” * j AL nvoicesy 


“You can see 
I'm nearly 
exhausted.; do 

* My title tells 

you whe I am 

(no separate 

index 
necessary) ^ 





F you play cards you fan them at your finger tips. More than that- 
| out to save time; you make their they speak for themselves. 

titles ‘‘ visible." In your office 
and factory are your facts and figures 
similarly accessible ? 


e The price trend of each commodity 
e Alternative sources of supply 

e Details of previous orders 
Kalamazoo Visible Records% place all e A day-to-day record of stores re- 
information—classified and up-to-date— quirements 


Ж Book form—saves the Country’s steel and your (Proprietary. proles м Impey, мал , oy E 
money ; gives comfortable, speedy writing position ; a amazoo 150 


portable and compact. Y ET —no rings to tear or wear 
the records. The“ visible edge” is always visible. NORTHFIELD, BIRMINGHAM, 31. 
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Box" card 








helps control 








for this firm. 
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by The Chief Engineer*of an Electrical Appliances Firm 


WO electrical appliance firms 

employing about one hundred 

and fifty and twenty employees res- 

pectively, whose weekly purchase 

orders total around опе hundred, 

have tried this system for two years 
and found that it pays them, 

At the larger firm three employees, 
including the buyer himself, are all 
the staff needed to ensure an even 
flow of deliveries—at the smaller 
factory а staff of only one can cope 
with the work, 

Orders vary from single items of 
equipment for quick delivery to 
orders for thousands often delivered 
in batches. 


‘How it is Organised 


When the order is typed a card 
giving full particulars is also filled in 
‘and is then transferred to the 
"Follow-up Box." (See illustration.) 

On the front of the box. opposite 


вась of the four main divisions are 


small card holders in which are in- 
"serted. "month" cards, This gives 
“the clerk details of the present month 
‘and the three following which we find 
is satisfactory for all normal needs. 
The order card is inserted in the 
compartment for the day after the 
promised delivery date, when the 
goods inwards note has been passed 
to the purchase office. The front of 
the card is self-explanatory; on 
the back of the card the column 
headed “A/N” refers to Stores 
Acceptance Note or goods inwards 
sheet numbers, and in the “action 
taken” section is filled the details of 
action whether letter, ‘phone, per- 
sonal call, etc, and the date for 
follow-up according to the supplier's 
promises, 


THREE SIMPLE DUTIES. 

(1) Each day the clerk takes out the 
day’s cards and enters on the 
back of each particulars of any 
ої the previous (one) days’ 
Goods Inwards notes. › 

(2) Then follows the passing of each 
day's progress cards from the 
appropriate section of the follow- 
up box and their return to the box 
for the next follow-up date. This 
date and details of action faken 


are entered on the back of the 
card by the Buyer. 

The checking of all invoices with 
Goods Inwards notes: checking 
for calculation extensions, etc., 
and the entry of the invoices in 
both the daily invoice register 
and the appropriate cost card or 
cost ledger. : 

A Double Check 


To keep track of the cards in the 
box, a record book is kept, ruled in 
vertical columns, The extreme 
column left hand gives the purchase 
order number in numerical order and 
as the card is progressively moved in 
the follow-up box, the date in which 
the card is placed is recorded in the 
other columns; a red ink cross on 
the extreme right hand side signifies 
completion, 

This system is cheap, the box only 
costing about 30s. The follow-up 
records being on cards do not suffer 
from the frequent handling. f 

When the order is complete the 
cards are filed in a box holding 1,000 
in numerical order, thus providing an 
order reference file, They can, of 
course, be filed in alphabetical order 
of supplier, or any other order 
required. i 

Additional Duties 

The clerk is also able to use the 
system for other office follows-up. 

For example, he can control the 
keeping of all records and logs for 
the delivery van and the issue of 
petrol coupons to the van driver as 
and when required, 

He is also able to check the keep- 
ing of various records and the send- 
ing in of returns dealing with such 
matters as bulk supplementary 
coupons for working clothing, iron 
and steel control and other various 
raw material controls; milk, tea and 
sugar applications, etc 


(3) 





in issue we 
referred to Thames Board Mills Ltd, 
as owners of railway specifications. This is 
of course incorrect, as the regulations to which 
we referred (No. 15 of "Salvage Hints") are 





issued by the Railway Clearing House апі . 


form part of the genera! elassification of 
merchandise, 


Here is the "Follow-up 
index of 
orders in progress which 
supplíes 
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This Follow Up Helps The 
100 Orders-a-Week Firm 


Short Cuts 


SELLING FROM SCRAPS 


-DAY'S restrictions on paper ami 

advertising generally add to-the topi- 

cality of the suggestion, Most printers 
and publishers have still some quanti 
" offeut " paper—odd sizes and colours—that 
will ultimate;y find their way to re-pulping. 
Why not let them do a job first. We haye 
seen an admirable example of this work 
printed in two colours and silver on a rough 
brown paper (saved from a soapwork's order) 
that gives a very clear idea of what can be 
done by the intelligent usé of nnconsider 
trifles. Your printers will probably be gl 
to discuss with you any plans. for putting 
your war-time. story aeross, 


TELL YOUR STAFF WHY! 


ETTER results always follow from expian- 
B ation and the operative who has had 
his or her joh explained elearly and 
concisely is always the better for it. But 
this is not enough. What is needed to com- 
plete the edueation is to carry the whole 
thing а stage further. If the worker knows 
what results from the particular operation 
performed on the machine her interest is 
aroused; if she is told the full sequence of 
the various processes of which she performs 
а part she will probably get really 
enthusiastic, 

At one large firm which we have recentiy 
visited the head of the accounts department 
has a regular series of instructional talks to 
his staff, Conehed in simple language and 
with ample visual demonstration they take the 
beginner all the way through the various 
es, including, of course he own, of, 
job ticket or a cloeking-on card for 
Each stage in the weekly journey of 























wages. 
the cards from the cloek to the рау envelope 


is shown and explained--and questions are 
invited, The result, we gather, is a great 
deal more interest in the work of the frm 
as a whole and a great deal fewer mistakes. 


MORE CARBON TIPS 
E give below a number of hints on the 
W "T ef carbon papers which ha 


be received as the result of an 
enquiry into the possible standardisation of 
earbon paper sizes. In this connection it is 
interesting to note that the U.S. Department 
ef Commerce has recently issued a report on 
a similar standardisatio (of  typewriti 
ribbons and carbon papers) that is b 
recommended throughout the United State 

il) "Our experience shows that 
heaviest inked carbon does mot nec 
give the best results. In multiple сору work 
tup to nine copies) we find a light-weight 
good quality ragpaper backing is bes 

(2) ‘We have found that—for 
purposes—it is more economie to g 
typist a carbon fixed at about $s. 3d., whi 
on test is known to give 80/90 typings. . . . 
A careless minerity will inevitably diseard the 
carbon at the 40/50 stage, whether it be 
3s. 38. or 15s." 

(3) ' We buy very few carbons indeed as 
we rely almost exclusively on re-using the 
t one-time” carbons | , . for inyoicing. which 
though normally intended to “be used only 
once, ean in fact be used several times," 

(1) " For machine bookkeeping special 2 
26" X 10", with bound edges to prevent 
tearing, the introduction of whieh feature has 
doubled the length of life." 

(5) "Heating over a steam pipe gives а 
renewal of about 20%, of its former life," 
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| CALCULATING МАСЕ 


Models “A” Models ap” 
Capacity 9х10х18 Capacity 9x8x13 
and 1 2 х10х18 апа 9 х10х18 
Fitted with 
Tens Transmission. 










The * BRITANNIC ” Calculating Machine: 
carries out all calculations accurately and quickly. 


en 


"S 


a E 


ITIS SIMPLE TO OPERATE AND DOES NOT REQUIRE AN EXPERT. 






due 


Manufactured throughout by 


 GUY'S CALCULATING, MACHINES LTD 
TRURO ROAD, WOOD GREEN, 
T LONDON, М. 22. | 
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TWO POINIS OF VIEW 


JOAN KERR, Canteen Manageress 


of Babcock & Wilcocks Ltd, 
Sayst— 


"Few Scottish caterers аге 
interested іп industrial con- 


furniture; lighting, heating and 
water, and pays rates and taxes. 
The contractor provides the 
necessary staff, and pays all 
wages, national insurance and 
employers’ liability insurance, 
The caterers also supply and pay 


for all foodstuffs, etc., consumed 
in the canteen?’ 
“This: method relieves the 


employer of responsibility, but 
I do not think it is popular with 
employees.” 


"The contractor's manager is 
often not acquainted with local 
tastes and customs, and it is in 
workers’ everyday meals that 
the. customs are most 
common." 


"The employees feel also, that 
the contractor is more interested 
in the financial success of the 
canteen than in their welfare. 
No matter what the policy is 
in regard to welfare, there is 
not the same co-operation when 
the management of the canteen 
is not directly under the control 
_of the employer." 


м кы which will 
ng cate: man com- 
-mendation from his “бип, аге 
sometimes gained at the expense 
of the worker, and by encour- 


, aging the worker to come to the 


canteen, at times which interfere 
with production.” 


“There may be advantages to the 
Canteen in central buying at 
prices not obtainable by the 
individual establishment. But it 
is doubtful if these advantages 
are passed on." 


Ф 


Н. J. R. STENT, President, 


1. 


3 


b 


National Society of Caterers to 
Industry, says:— 

"The experience of Industrial 
Catering Contractors through- 
out the country, stands as a 
striking example of the absolute 
necessity for employing specia- 
lists in what is known to be a 
| Industry . . . 


outside caterer the firm provides 
canteen premises and equipment. 
'This seems, however, to create 
the impression that such pro- 
vision is avoided when the firmi 
operates its own catering.” 
“Where the services of the out- 
side caterers are invaluable, are 
in the advice they can give on 
the entire equipment and layout 
—an important matter in these 
days of mounting costs." 


- "The managers appointed by the 


firms in our Association are in 
every case men of long 
experience in all forms of 
catering, with a thorough know- 
ledge of local tastes and cus- 
toms.” 


. “The expert caterer is competent 


precisely because he specialises. 
He not only relieves the em- 
ployer of responsibility but by 
doing so enables him to concen- 
trate on his own business, More- 
over, his satisfactory catering 
redounds to the employer's 
interest. The staff feel he is 
interested in their welfare, and 
the result is reflected in the 
factory returns." 


. "The individual contractor is 


able to better anything the 
isolated manager can attempt 
and, in addition, can do many 
things the latter cannot hope to 
do, and his profit is the just 
reward of management and 
efficiency, exactly as in any 
other enterprise." 


- "The large scale contracting 


specialist can make a small profit 
on each canteen by the advan- 
tage bis organisation gains. In 
addition, he avoids waste—thus 
profiting himself, benefitting the 
employer and employees and 
aiding the national effort.” 
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C. G. Gardiner, 


Managing Director, 


National Catering 


Service 

Gives :— 
6 * Don'ts" for 
Canteen Managers 


1. DON'T regard the users of the 
canteen as a necessary nuisance. 
Treat them as customers whose 
goodwill you value; by doing so you’ 
will secure the co-operation which is 
necessary to maintain an efficiently- 
run works catering service. An im- 
portant contribution to this end is 
the actual presentation of the meal 
which is so often “slopped” on to 
the plates, 

2. DON'T skimp on expenditure 
for cleaning purposes. Although the 
cleaning staff are not usually regarded 
as part of the productive personnel, 
nothing has a greater effect on the 
smooth, running of the kitchen and 
nothing is more conducive to keen- 
ness on the part of the kitchen staff 
than a spick and span kitchen, bright 
equipment and attractive overalls for. 
their own wear. ; 

3. DON'T allow anything to inter- 
fere with really speedy service. Re- 
member that the diners’ lunch-time 
is very limited and every minute spent 
in unnecessary queueing at the ser- 
vice counter is taken from their very 
limited leisure time; 

4. DON'T allow counter staff in 
any circumstances to accept cash in 
payment for meals or refreshment, 
unless an absolutely watertight sys- 
tem of checking is operating. A 
ticket or token system should always 
be installed or a cashier should scru- 
tinize the diners’ trays after they 
have collected their meal at the ser- 
vice counter. The taking of cash and 
giving of change by the serving harids 
slows е service, makes checking 
almost impossible and is a source of 
constant temptation, 

5. DON'T allow all and sundry 
to enter the stores, One person only 
should be responsible for the issue 
of all food stuffs and this issue should 
only be made on the presentation of 
an authorised docket. 


6. DON'T forget that diners’ 
appetites and tastes vary with the 
change of seasons. Roast beef, York- 
shire and plum duff are not likely to 
be acceptable in large quantities in 
July with 80 deg. in the shade. 
Neither are salads particularly warm- 
ing or sustaining during the type of 
winter we have lately experienced. 
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“WE SERVE THOSE WHO ALSO STAND AND SERVE 


A You Want 





Tea and Coffee Making Ap- 
paratus @ Canteen Boiler € 











Silver Burnishing Machine 


| ^ e Dish Washing Machine e 
Hot Closet and Carving Table | 
ouod Potato Peeler. @ Bread H O R A C E 
Slicer — Tea M i 
ү мыш А : leat ONCE SAID 


| Toaster and Griller @ Steam 





pu * The envious man grows thin 
EN Cooker ° Automatic Glass Í E 
3 at another's prosperity, if 


. Rinser 





therefore, any thin men read 
these words, they can put on 
weight, cease to be envious, 













and prosper, if they instal 
Still’s Kitchen Equipment. We 
don’t know of any of our 





customers who are thin. 
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us Telephone? HOLBORN 8744 (8 lines) Telegrams: METALS PINNER™ Tv 
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ЖАРЕ ENTRANCE, 
"N collaboration with Mr. Ernst 
а Freud, M.Inst.R.A., Good House- 

“keeping Institute has designed a can- 
teen kitchen for. the accommodation 
of.up to 250 persons, the lay-out of 
which is given here. Since a very 
great part of vital war work is being 
done by small organisations, we de- 
cided to concentrate on their needs. 
Admittedly, the lay-out is an 

attempt to embody, in a single design, 
all the desiderata of a canteen. In 
practice, departures from it would 
have to be made to suit particular 


needs, 

It should be noted that there is the 
minimum of interference between the 
traffic streams in the kitchens itself 
and in the dining-room, The sinks 
(Nos, 10) are arranged in a long bank 
beneath the windows; they are close 
to. the store rooms, and close to the 
cooking apparatus (Nos, І, 3, 4, 5) to 
-which the food goes after leaving the 
.sinks, | "The preparation tables 
(Nos. 190). are placed between them. 
The dishing tables (Nos. 14 and 19a) 
are also.close to the cooking appara- 

“tus, and the serving counters (Nos. 11 
and 20) adjoin the dishing tables. It 
will be seen that the vegetable, meat, 
and sweet courses, from the time 
‘their: preparation starts, to the time 
they are served, follow parallel lines. 


Service Bredk-up 
. Means Less Movement 


The service counters are split into 
two sections—one for the first course, 
and the other for sweets, tea and 


coffee—the wash-up, with an open. 


‘back, being placed between, them. 
¿ The. minimum movement of used 
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crockery is thus ensured, Adequate 


hot water must be provided from a 
separate boiler situated in the can- 
teen building, if a general supply of 
heat is not obtainable from some 
other source in the works, 

The architect and other experts 
must be consulted as to the precise 
location of the equipment to avoid 
unnecessarily long runs of service 
and waste pipes, and provide con- 
venient flue outlets and easy electric 
wiring runs, 


“There Must Be No Queues” 


From the other side of the counter, 
that is, from the diner’s point of 
view, arrangements must be made to 
ensure that, during the first few 
minutes of the meal break, large 
queues do not form, It may be 
necessary to carve the meat dish, and 
possibly to serve at least a limited 
number of complete first courses, 
storing them in a hot cupboard, to 
flatten out this “ peak.” 


Adequate Ventilation 
| is Vital 

The importance of ventilation must 
be recognised and arrangements made 
accordingly. Because the kitchens 
and dining quarters are in close 
proximity, and open to each other, 
cooking smells need not necessarily 
permeate the atmosphere and detract 
from the enjoyment of the diners. 
The accommodation should be as high 
and airy as possible, and provision 
should be made for the free circula- 
tion of fresh air, Extractors and 
electric fans will help to gain this 
obiect if window space is inadequate. 
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A Model Canteen 
for 250 


Planned by 
Good Housekeeping Institute | 
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Plan for a Restaurant for 250 people 
designed by Ernst L., Freud, M.Inst. 
R.A. іп collaboration . with the 
Director of the Good Housekeeping 
Institute, described on this page. 


Dining Accommodation 
Arrangement 


As a general rule, large tables can 
be used for the works staff in fac- 
tory or other canteens; but, if space 
permits, it is usually found to be 
more satisfactory if smaller tables are 
also provided for the senior adminis- 
trative staff, and, where this applies, 
such factory personnel as managers, 
charge hands and foremen, In 
addition, we recommend that can- 
teen managements should consider the 
desirability of providing a certain 
number of tables at which employees 
may eat food brought by themselves. 
In such cases, they should, of course, 
be entitled to buy hot drinks and 
bread and have the use of condiments 
from the canteen, This arrangement ^ 
is a practical advantage in cases 
where the numbers of staff may ex- 
ceed the possible kitchen capacity. 
It may also be found necessary to 
provide some means of warming 
food, brought ready cooked. : 

Circumstances may demand the 
provision of sectionalised  accom-^ 
modation in the canteen dining- 
room. For example, a canteen 
manager, catering for. such widely- 
assorted personnel as office stafi, 
foundry workers, boiler makers, and 
employees doing relatively clean 
mechanical operations, will be. wise. 
to avoid the possibility of their 
mutual embarrassment by seating 
such workers in appropriate groups. 

It should- be remembered, also, 
that. canteens .situated. in factories 
with scattered departments, may have 
to incorporate in their canteen plan 
some form of cloakroom accommo- 
dation for workers’ clothes. 

The arrangement: of the tables 
“herring-bone” fashion, as in a 
restaurant, is not always an advan- 
tage; but in special cases, where 
large numbers of people have to be 
served in the shortest possible time, 
experiment will be advisable to arrive 
at the best method for the particular 
circumstances obtaining. 


(This article will be concluded in our 
next issue.— Editor). 
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Ay pade (Work 


There is plenty of urgent production to be done to 
win the war and Benjamin Lighting is already 
helping in many factories to speed that work. It can 
help you, too. The Benjamin organisation is unique 
in the complete industrial lighting service provided. 
‘Benjamin make the finest reflectors obtainable and 
have experienced lighting engineers in all parts of the 
country. 


BEN/AMI 
LIGHTING . 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N.17 


Telegrams : '* Benjalect, Southtot, London." Telephone: Tottenham 8252 (5 fines) 








. for Internal and external use, made by 
^ Orittalls (Both by courtesy of ‘Architect's 
8 Journal”), 





EXTERNAL 
MODEL 


"INTERNAL MODEL 
WITH ADJUSTABLE 
SHUTTER 


By 
F, J. Blayney-Thomas 


ENTILATION is 
fresh air fad; it 
factor in production, and can affect 
‘output seriously. Before the war the 
"Home Office, at that time responsible 
for factory safeguards and equip- 
“ment, laid down a minimum standard 
cof ventilation for all industrial 
i premises falling within the reference 
‘the Factories Act, 1937. For 
пайга! ventilation through windows 
the Factory Department. recommend 
an opening of 5 square feet for every 
-100 square feet of floor space, and 
by inference, for many processes the 
most desirable proportion would be 

much higher than this. 

Since the war the need for efficient 
blackout protection has made the 
problems of adequate ventilation even 

“more acute. To add to the difficulties 
of executives, increased pressure of 
"Work has necessitated increasing the 
night shifts, so that working con- 

s ditions have i in some cases become so 
bad that output has been seriously 


not just a 


is a vital ` 
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Ventilation Key Points in 
Factory Planning 


i 
affected and the health of the workers 
definitely worsened, 

The problem that faces any manag- 
ing director of senior executive to- 
day is roughly how to equate this 
essential question of ventilation with 
two main controvening factors: 

(1) the blackout, during summer 

and winter; 

(2) the fuel 

winter only. 

As wil be shown 
article, the blackout presents no 
insuperable difficulties. Many firms 
have for some considerable time been 
producing equipment that is planned 
to satisfy the most stringent A.R.P. 
requirements, 

But the question of fuel saving, 
whether it be by conserving the heat 
developed within the workshop, or by 
reducing the fuel needed to warm the 
air introduced is much more serious. 
It is most strongly recommended that 
anyone proposing to instal a ven- 
tilating system in his works should 
discuss the matter with a qualified 
ventilating and heating engineer. 
Otherwise much material may be 


situation, during 


later in this 





wasted in the construction of the 
plant and a good deal of fuel is 
almost sure to be expended without 
commeasurate results. 

The following principles should be 
followed if a successful system is to 
result : 

(1). Ventilation must be planned 
for summer conditions and 
temperature; it must be adjust- 
ible and be reduced on cold 
nights and seasons. 


It must provide the maximum 
necessary for the health and 
well-being (and this means out- 
put) of the MOOD yet 
must not impede A.R.P. pre- 
cautions nor waste fuel in any 
way. 

(3) Wherever possible ventilation 
during wartime should Бе 
‘natural,’ ie. should not depend 
on mechanical equipment, 


In larger factories mechanical 
equipment must be used. to the 
best advantage to supplement 
the natural system, 


(Concluded on page 41). 


(4) 


ЛИОН WOODROW COMSTRUGTIO LIMITED 





Building and Civil 
Engineering Contractors 


London Office - 


З 10, ST. GEORGE STREET, LONDON, WI 
Phone: WAXlow 2366 (8 lines) Also at RUISLIP ROAD, SOUTHALL, Middx Grams: “Taywood, Southall” 


And Branches throughout the Country 
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for the 
CANTEEN 


FOOD SLICERS 

POTATO PEELERS 
POTATO-CHIP CUTTERS 
MINCERS, ETC. | 
INSULATED-HEAT RETAINING 

TEA SERVICE URNS 

FOOD CONTAINERS WITH INSET 
BOXES FOR COMPLETE MEAL 

















WRITE FOR FULL PARTICULARS: f L 
KITCHEN MACHINES LTD. | 
HAND SLICER FOR HOT AND COLD 7 SICILIAN AVENUE, 


MEATS, BACON, BREAD, ETC. SOUTHAMPTON ROW, LONDON, WCA. 
Telaphonig MOL bares 8986: T 









NOTE THESE. “ECONOMY s. Burns Anthracite or Coke, halves; fuit? vitis. 


Continuous burning day xad nigst with 
RELIABILITY ium н i * i 
Meat sealed —— minimum. shrinkage. 
Y FOOD VALUE achieved, аа ри, food 
retaining essential juices. 
Quickly cleaned, "Temobie deii 
COOKE ER LABOUR SAVING cool and clean in action. 
Косту ov ith indirect hinte 
GES EFFICIENCY to avoid scorchëéd food. Large tone 
BOILER SUITS ADVAN NTA plate area, rapid boiling, 
! L Unaffected by breakdown of 
e * INDEP ENDENCE public power аре series 
ae BIB & BRACE 
SS OVERALLS 
o 
COATS, JACKETS, 


APRONS, etc., for 
MEN and WOMEN 


YOTE. 


RIGMEL SHRUNK 








Write for . When writing for particulars 
PRICES and Garments are in Khaki, Blue and | ask also for details of ESSE Steam 
PATTERNS Grey; preshrunk, which guaran- | Cooking Equipment, which incorporates 





the latest approved safety principles with 


tees against shrinkage in the wash | oer design. 


H. WHEELER & COMPANY LTD., 
107 LONDON ROAD, PLAISTOW, LONDON, E.13 


. Head Office & Works :BONNY BRIDGE, SCOTLAND 
А London Showrooms 
$3 Conduit St, W.! H Ludgate Circus в 











PHONE :. GRAngewood 4071 (5 lines) Hi : LIVERPOOL. — . . .20 Сапна Place 
; NOS Н Cooker (отр any | Also d£ ea - IT Greenside Pace 
Smith & Wellitood Ltd, Est. 1854 GLASGOW - -~ 11 Dixon Sireet, СЛ 





PRODUCTION & EQUIPMENT - 
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Theres no roam now for °°” 
Scolosaurus tactics 


This “Maginot Line" creature, being 
incapable of mental effort, didn't 
have to worry much—he just pushed 
his way blindly on through swamp and 
thicket, But his armour didn’t save 
him—he just had to give way to 
smaller creatures blessed with intelli- 
gence, a sense of direction and speed. 
The same factors apply to modern 
industry, Mere size is no indication 
of efficiency. The national emér- 
- gency has meant enormous extensions 
in many factories, but unless the 
office—the centre ‘of control and 
direction--has kept pace to meet the 
expansion, maximum output cannot 
be achieved. Efficient planning and 
control demand the best scientific 
methods to stimulate methodical 
intake and allocation of essential 
materials, finished and semi-finished 
parts, etc., all reaching their appointed 
place in the assembly line without 
interruption, 


Such a method is 


“KARDEX” 
the Visible Record Plan 


* We regret that heavy priority 
commitments limit the installa- 
tion of Kardex to industries 


not engaged on work of national 
importance, : А 





The latest booklet, “Production 
Control," by A. R. Jackson, sent 
post free on request to Dept. 506 


KARDEX VISIBLE CONTROL SYSTEMS 
1 New Oxford Street, London, W.C.t 
< Telephone: CHAncery 8888 (20 lines). 
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32 
Power Trucks 
Eliminate the 


Bottlenecks 


CONOMY in overheads, which at all 

E times needs most careful watching, is 

to-day more important than ever, It 

may be measured, as in peace time, primarily 

in terms of cash, but it is even more essen- 

tial when stated in terms of man-hours saved 
and of production bottlenecks eliminated. 

Within the factory few single items are of 
more importance than efficient handling—the 
bringing of work to the bench and its return 
to store or dispatch, with no hitches and no 
waste, Mechanical transport by power-driven 
trucks appears to be the answer to the 
problem, 

The days of man-handling are past and 
gone as regards the larger production unit; it 
is time they went from the smaller works as 
well, And if cost be the criterion, it will be 
found that considerable savings of money as 
well as time will follow the installation and 
intelligent use of the modern truck. 

One firm estimates that its handling costs 
have been halved; another puts the saving at 
28%. These are potent figures and show 
clearly what can be done. 

Another firm reports that ten times the 
weight formerly carried by hand truck is 
regularly taken by each of their five (electric) 
power trucks. 


Check Your Own Handling 
Costs 


Comparatively few firms have ever 
serions thought to this problem of moving 
goods around. And therein lies the risk of 
wasted time and money. It is safe to say 
that many of them would be staggered to 
realise what they are spending and how little 
they are getting for it. я 

Modern industrial trucks are generally 
driven either by petrol engines or by electric 
motors powered from batteries easily removed 
for re-charging. As yet the driving of these 
small vehicles by other means, such as pro- 
ducer gas, hag not been publicised, presum- 
ably because of the extra space required for 
their producer unit. 

An aimost infinite variety of ‘‘ body,” of 
Hiting or tipping attachments is possible and 
most of the makers of these trucks have 
facilities for producing special jobs to meet 
any out-of-the-way demand. Since the war 
many readers will have noticed the small 
mobile cranes engaged іп clearing bomb 
damage—these are developed from the factory 
truck and are, in fact, used in certain works 
for lifting and stacking heavy and bulky 
merchandise. 


Outstanding virtue of the modern truck, 


however, is its flexibility, due to its small 
turning radius. Wherever a man with a 
barrow can go, and up gradients that no man 
could tackle, they can manœuvre with loads 
far in excess of any man-powered unit. 

No special skill is needed to drive a truck. 
Controls, both of petrol and electrie powered 
models are simple and conveniently placed. 
Generally speaking there is complete safety 





given, 
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"B.E,V." Bale-stacking truck, 
one of a number in use at the 
Port of London Authority 
warehouses. 






both for the driver and any trafüo he may 
encounter, and should he collapse at his con- 


trols or be thrown off, the brakes are 


immediately applied and the vehicle brought 
to a standstill. 

But the main advantage of the powered 
truck is its economy, By its means firms, 
large and smali, can save labour and time 
to an extent which seems almost fantastic. 
Both of these items are to-day more precious 
than the money which they represent, and it 
is incumbent to all of us to make their 
economy part of our individual war effort, 

Here is a way to save—and it is well 
worth following. 


SUBCONTRACTING IN U.S.A. 


S in the United States 
commenced long before Pear! Harbour 
swung the nation into line for total war. 
А recent count showed no less than 89 
major war factories using sub-contractors for 


sub-assembiies. One firm's experience is а fair 
indication, 


Timken Bearings, themselves sub-contractors, 
are pfime contractors for 500 different suppliers 
and sub-contractors in their ordnance depart- 
ment alone—and this is not regarded as a 
record by any means, 

Bigelow-Sanford Corporation, used to make 
carpets. Van Norman saw their works and 
they are now turning out 60 milling machines 
each month, 

Boston Wire Stitcher Company makes А.А. 
gun parts for Coit Patent Firearms Company 
and gun charger parts for Bendix Aviation 
Corporation, 

Henry Disston made saws. Now they use 
their technique. for “smithing” armourplate 


for the Philadelphia Armor Plate Plant of 
the U.S. Army. 


The "Lister" petrol- 
driven, 3 - wheel 
short-turning {ruck 
with special open- 
framed, drop - side 
bodywork. 
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USE YOUR STATIONER 


For all hand or typewritten sets of forms we can 
save you 30°/, of your operatives’ time by the 
elimination of handling carbons. 








2 А отосварніс 


Business 
































Forms rp. 


AUSTRALIA HOUSE, LONDON, W.C. 2. 
Telephone : TEMple Bar 6767. 
BRANCHES AT: BIRMINGHAM, MANCHESTER, CARDIFF, LEEDS & LIVERPOOL 
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ADAPTA 


SOLID COMFORT CHAIRS 


@ COMMUNAL RIGID 

@ INDUSTRIAL RIGID 

@ SIMPLEX FOLDING 

@ UTILITY FOLDING 

The * ADAPTA " Chairs are made of the. 

best quality seasoned. Hardwoods with 

flexible pine seats, finished with a lasting 
wax polish. 

The work of Craftsmen, these chairs are 

designed to afford the maximum of support 

and comfort and a lifetime of service. 

They represent today's keenest value. | 

ENQUIRIES SHOULD BE ADDBESSED TO: 
OXFORD WOODCRAFT LIMITED, 
474 Cowley Road, OXFORD. 


PHONE: OXFORD 77555, GRAMS: TEAMWORK охна. 
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Contract Period Charts (concluded from page 18). 


| requirements, - ‘Our own. complete 
records of the job show if there are 


arrears: in the deliveries which our 
schedule. requires, | We cease to 
schedule requirements in any week 
where a stock already exists. There 
are cases where an energetic sub- 
contractor will deliver ahead of 
schedule, Production is so desper- 
ately needed to-day that we never 
discourage this, but simply take stock 
and carry it until it is required on 
the job, 

We concentrate our attention оп 
the items in arrear. A form of 
master schedule makes this easy. 
But even the best of scheduling 
requires a series of safeguards under 


present-day conditions. Thus we 
never feel safe to-day {о rely 
entirely on one supplier, For any 


trouble at his works, aby break- 
downs may jeopardise the entire 
contract which may run to tens of 
thousands of parts. То safeguard 
ourselves, we always have an altern- 
ative source of supplies. 

Many of our friends are surprised 
that we do no routine chasing out- 
side the works, Actually our chasers 
` pever call on good suppliers; they 
never cease to call on those who are 
behind with deliveries. 


cAdong with this Basic Schedule we 

use the contract period chart shown 
above, This shows the entire. period 
of time to be covered, from the 
placing of the contract with us to its 
completion in the shops. Constant 
use of such a contract period chart 
keeps the planning department very 
closely informed, by comparing per- 
formance with ideal of just how 
successfully work on the contract is 
being co-ordinated. There are one 
or two points in the chart which 
should be explained, 


(1) Two horizontal lines marked off in 
weeks, the dates on the upper line being 26 
weeks earlier shan those on the lower line. 
(2) В.Н. vertical line marked off in quanti- 
ties, convenient to the type of contract re- 
ceived, (3) Central borizontal line repre- 
senting the tctal quantity of the contract. 
(4) Diagonal line from base to central horë 
zontal lime shows progressive weekly  pro- 
gramme, The point at which it joins the 
central horizontal line represents the com- 
pletion of the contract, the week being shown 
on the lower horizontal line. This point 
projected to the upper hcrizontal line indicates 
a date 26 weeks back, en which date a new 
follow-on contract is required. A second line 
projected from this point fonr weeks back in- 
dicates when application for а new contract 
should be made. 


The composition of the 28 weeks. period as 
indicated in the block chart and the lengths 


"period. 
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following data:-ist Step: Two-week period. 
Represents time to calculate raw material 
quantities after receipt of contract, issue en- 
quiries and requisitions, This is based on 
practical experience;  Znd Step: Two week 
Time allowed for receipt of quota” 
tions and placing orders: ‘Again. practical 
experience dictates the period. 3rd. Step: 
Twelve-week period, This shows the time 
required before delivery of material becomes 
eflective, from dates of orders. The period 
is estimated from current quotations and: in- 


formation obtained direct from the various 
Government Metal Controls, 4th Step: Six- 
week period. Fabrication Lime of raw 


material into finished parts. 


Again estimated 
from practical experience, 


This allows for 


dispatch of material te sub-contractors and 
subsequent delivery of finished parte. 
8th Step: Four-week period. The time re- 


quired for assembly of finished parts -into 
complete аге. 

Notice that the chart covers three 
distinct contracts, At the com- 
mencement of the third contract a 
break of two-and-a-half weeks in 
production has been shown due to late 
receipt of the contract from the 
Ministry concerned. It will be seen 
that it takes 26 weeks “to arrange 
for production, whether the contract 
be long or short, 

Naturally, should production vary 
from programme, the horizontal line 
should be adjusted either way to 
suit. 

The graph in itself provides a 
strong case for more open or con- 
tinuous contracts to be granted by 
the Ministries. i 


of the various steps are determined from- the 
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—or do you automatically reach fora 

new envelope every time you. write 

a letter? New envelopes are scarce 

and difficult toobtain. Help to con- 
serve the country's paper supply 

by re-using used envelopes with 
a war economy label. — . 


Specify "BUTTERFLY BRAND" 
Noncurling Gummed Papers 
to your printers who will 
be pleased to deal with 
ycur enquiries 
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SAMUEL JONES £ Co Ln 


16-17 NEW BRIDGE STREET, 
|. LONDON,E.C.4. 
Telephone: CENtral 6500 
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ULTRA VIOLET 
AND 
THE NATIONAL EFFORT: 


Оп the 
Factory 
Front 











Fit workers keep up the output, but illness puts a drag 
on the wheels, 'The health of our fighters and workers 
is our best weapon to-day. So doctors and welfare | 
supervisors now focus their efforts on preventing disease 
rather than curing it, | 


















„Ног: maintaining health when hours are increased and | 
holidays cut to their limits, there is no finer aid than 
"regular tonic sunbaths with ultra-violet rays. On the 
factory front, as in the fighting Services, great and 
increasing use is now being made of this powerful aid 
ealth. Thousands of workers in hundreds of factories 

: are having regular sunbaths with 
Hanovia ultra-violet ray lamps 
installed in the factory premises. | 
Industrial Medical Officers and | 
Works Managers give striking | 
accounts of their experiences with | 
these unique sunray lamps, Better | 
health, increased ' resistance to 
infection and fatigue, and greater | 
output figure among the results they | 
record (see booklet "FITNESS IN | 
INDUSTRY"). Nobody could 
measure the importance. of this | 
contribution to the National Effort. 





Some Hanovia “Firsts” 
with ultra-violet ray 
quartz lamps :— 


Inserted in the 
interests of the 
Nation’s health by 


180 air-cooled lamp for Hanovia Ltd., 


general irradiation, 


Slongh. 
lst Kromayer water - 
cooled lamp for 
focal therapy, 
.] Ist successful A.C. cire 
. cuit lamp. To 
Ist collective treatment 
“quartz lamps. HANOVIA LTD., 
ist fluorescence analy- SLOUGH. 
s lamp 


Kindly send me your free brochure | 
“FITNESS IN INDUSTRY” 


lst self-starting (elec. 

tronic discharge) 
lamp. 

{1% air sanitation lamps, 


Tet lamp for {оой 
| vdrradiation 


dab extra high pressure 
с сате tube Co 





Addiess. ues 


W24A7303 











" 


The quick service of 
refreshments is easily effected by 
the use of SPEEDISERV units. 


They are of all steel welded construc- 


tion, mounted on rubber-tyred ball- 
bearing swivel castors and attractively l 
finished in hard-wearing cellulose to 
approved shade. 


Tea, coffee or any chosen beverage 
may be prepared in a remote kitchen — 
and the stainless steel lined, insulated — | 
SERVOT urn ensures that flavour and 
temperature are not affected in any 
way. 


Illustrated is the SPEEDISERV "C," 
with a service capacity for 120 persons. 
We shall be pleased to submit fuil 
details of the entire range upon 
request. 


BARTLETTS 
KITCHEN ENGINEERS 
BELL STREET, LONDON, N.W.! 


Telephone: PADdington 4036 





-the Rapid Visible 


© ZOOSE-LEAF BOOKS, 


$ 





Your Wages list 
. is increasing! 

‚ Does your present 
system cope with 





Consider 


Record Systems 


We have stock forms to meet most 
These. provide for completo 
al 

and 


alphabetical order, 
A glance, 

The Handiref Visible Record Binder 
takes care of the sheets and is a quick 
fahour-saving method of keeping a 
complete wages “list, E 

Ask for particulars and specimen 
sheet, We shall be pleased to plan 


sheets to meet particular 


UR KREPIN б PO Бунт 
BOOK. N E PMENT, 
m RECORD SYSTEMS, 
Write or call for details to Dept. B. 12 
Percy Jones (Twinlock) Ltd, 
Chansitor House, Chancery lane, W.C.2, 


it ? 








THONG LEDGERS, | wi Hick Service 
MBOH ANIGAT, | with quick service, 
VISIBLE | 
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| (AGEMENT. (coneld.) . 

dE ANE of the simplest ways to in- 
TAZ crease output is to use machines 
dying idle. Оп this the Regional 
|Boards are working with varying 
|success, One is greatly impressed 
by what is being done in London and 
the North Midlands, Not elsewhere. 
|In particular, Lancashire and York- 
‘shire seem «o be functioning very 
; slowly. ч 
| That is not entirely the fault of 
Ше organisers, The farther one gets 
ifrom London, the more difficult it 










ORK is to get swift co-operation from the 


| Ministries, The North Midlands 
! Regional Board, however, is doing a 
| grand job, Between September tst and 
! March ioth last, 509 firms put іп 1,501 
| requests for extra machines, of which 
11,377 were satisfied. The number of 
tools transferred bv sale or on loan 
“was around 10,000. 
In Nottingham, Leicester and 
Derby, officials give the utmost co- 
| operation on the fitting of jobs to the 
| machines. Sometimes they secure 
‘extra capacity by having machines 
тип for 120 hours a week instead of 
бо. This Board has a special regis- 
iter of non-standard electrical equip- 
|ment and spares (which can be 
[released under order) an allocation 
|centre for rationalising production 
апі distribution of ground thread 
taps. I have heard of numerous 
| cases where the Area Board is put- 
iting the manufacturer in touch with 
idle machines within 24 hours. 
'The success of the area scheme is 
largely dependent on the manufac- 
| turers in the area. They must co- 
| operate to make it a success, They 
| must. Be ready to give every possible 
, machine available to those short of 
| equipment, They must co-operate 
What the Area 
Boards need is not so much a chair- 
| man, as the S.C.N.E, suggested, but 
‘а more expert, full-time, paid staff. 
|! Most of them are ludicrously under- 
staffed for the jobs they are doing. 





Telephone: CHAncery 8971 (4 lines). Showrooms: But even so they have increased many 


Glasgow and Manchester. 


— DA 
Ё | ———— 





| AIR DEFENCE EQUIPMENT 


SERVICE 


“THE recognised experts and suppliers to 
Local Authorities and Government 
Priority. Contractors throughout the 
Country, can supply your every require- 
ment. à 

Amongst our Specialities are D.T. and 
Leatherette Waterproof Coats from 25/- 
and Overalls from 15/11 in several types 
фо meet all ACR.P. requirements. ` 

ALL ANTI-GAS. REQUISITES 
SUPPLIED 


Please send Enquiries to Head Office: - 
4 Lisie Street, London, W.C.2. 
Telephone: GERRARD 2248-9. 





+ 


;a small firm's output by 40-60% іп а 
of days. 





| Owing to heavy de- 
| mand for essential 
| war industry, sup- 


MN А 
| plies are limited. 
| 

! VENUS PENCIL Co, Ltd, LONDON, E.5, 









Е ARE Т00 
| NUMEROUS 
-T00 GREAT 














BUSINESS for 


-DON'T TAKE THEM! 


Business risks are many, and if not 
covered may mean heavy entries on 
the debit side of the ledger alone. 

Comparatively small is the cost of 
effective insurance against : 


ж FIRE, BURGLARY, ACCIDENT 
TO STAFF, MOTOR VEHICLES, 
CRANES, LIFTS, BOILERS, 
MACHINERY AND OTHER 
EQUIPMENT 


Individual or collective FIDELITY GUARANTEES 
are also a safeguard secured at very small cost 


GENERAL 


ACCIDENT FIRE AND LIFE 
ASSURANCE CORPORATION LIMITED 
Chief Offices : 


GENERAL BUILDINGS, PERTH, SCOTLAND 
GENERAL BUILDINGS, ALDWYCH, LONDON, W.C.2. 


CANTEENS 
FACTORIES. 
OFFICES, ETC. 


ETC. 


We will gladly send an 

expert to discuss your 

canteen, factory, or office 

flooring problem . . . any- 

.where... any time. No 

obligation. Please write 
to :— 


The Great Metropolitan Flooring CL? 
73, Kinnerton 5t. SWI. Sloane 0047(7 lined) 
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During the last hundred 
years, innumerable testi- 


monials have reached Milners 
giving details of violent assaults 
by fire, burglars, and bombard- 
ment that have фееп success- 
fully resisted by their Safes and 
Safety Installations. Here is 
a typical example : “ A Milner 
Safe in our head offices 
. containing £1,300 successfully 
“resisted an attack by burglars 
using oxy-acetylene plant.” 


MILNER 


THE SAFEST SAFE INVESTMENT 


/ MILNERS SAFE CO. LTD. 21, HAMPSTEAD LANE, 
LONDON, N.6. Telephone : MOUntview 6655 





Samples and prices as m 


with pleasure that ob 
envelopes, by ox 


J A M E S gummed flap, А 
; Very useful for 
correspondence, А 
either quarto or 


LTD. size, You. cun t 
letter on them, 
BILSTON > STAFFS forms may. be prim 
more colours from yo Ў 
plates or blocks or type, wey 
ever you prefer, 


PRINTERS FOR MODERN COM 














Also at Birmingham, Мат. 
chester, Leeds, Leicester, etc. 




















е 
It F For Storing Cycles 
If you have Accountancy or | 
(ont Production Forms to com- | | 2 SE ee ms E pet 
Й. plete оп Typewriters, Ad- А TIT А d 

pul | dressing Machines, Tabulating | uu ul Р 
Machines, etc, it is worth | 
while to consult Fanfold | 
Limited; for example, as a | 


Case No. 999 result of our recommenda- | 
tion and products, the follow- | 






War Production Factory 
^ ing results were achieved :— 
(Aircraft) 
100°, Increase in speed of output of completed 
forms 
7195, Saving in Raw Material (Paper) MEN wie Parks olv the foror proi | 
В bates ; or both you and your employees. Por you- 1 
909, ^ Reduction in after operation labour | is conserved and orderliness preserved; for у | 
5 Machines (instead of an anticipated 10) employees— protection to their property is provided, | 
"will produce all forms required | Mutually satisfactory. Types to suit all sites. H 
| FISHER & LUDLOW LTD. 
Write fo /, | | (G Dept.) Branch Works, Rolfe 8t., Smethwick 
A а Ltd. 
Phone 





TaAOt MART 


NORTH CIRCULAR ROAD, LONDON, N.W. 2 


Telephone: GlAdstone 5477 (3 lines) 





















m" BUSINESS for 
DIRECTOR'S DESK (concluded) 


Here in twenty short sections is the 
report on the transaction presented to > 
| the Mayor as Chairman:of. the Maid- 
stone АКР, Committee by the 


| Borough Treasurer. 

| 1, Feb. 10. Approved by Emergency Com- 
mittee. 

2. , 16. Town Clerk writes to K.C.C, for: 
supply. / 

3$. „ 21. K.O.0, writes Town Clerk “No 
supplies," 

4. ,, 23. Town Clerk asks K.C.C. to apply 
to Region for authority to pur- 

i chase. РЯ 

| 5, „ 24. KCC. apparently writes — to 
Region. 

6. Mar. 17. Region telephones Town Clerk 
asking for reason to рпгоһаве, 

7. „ 1. Town Clerk replies, “Present 
mattresses worn ont.” 

8. „ 20. Region writes  K.C.C. giving 
necessary authority. 

9 , 27. KCC. Transmit authority to 

i PN ý Town тк NM ragusst to 
Н г i 4 ' j; 1 Y t app. or formal approval when 

The Kitchen of an Ellis Canteen supplying 4;000 workers in a large factory ару for for Lae 

| 10. „ 31. Town Clerk requests Borough 

Treasurer tó supply cheque. 


ELLIS C % | Ф | n April. 1. Cheque sent to Town Clerk. 
The anteen Service 73v. 


and Buildings, 





Industrialists and Business Houses confronted with the problem за Town Uli s ite ос. RNC 

of catering for large numbers of employees in canteens and Fas. Exo, to write ЕРИМ geste 

hostels should seek the advice of D. Ellis & Co., who have | 16. Region to write to KC. with grant 

pioneered in this field since 1919. The Ellis service is in a Кар КСС, iat ana pea Жура. tase; 
position to undertake to provide management, staff and food | 18. Borough Treasurer to elaim grante 17 
for canteens serving any number from 400 to 40,000. Alter- | 18. District о recent d M. 

natively D. Ellis & Co. are prepared to act in a consultative | КОК тош rm slant basse 

and advisory capacity in cases where employers, while | house could simply put an order 

preferring to staff and manage their own catering establish- | кыз псы. Trapa ш ask- 

ments, feel the need of expert guidance and assistance. | 7 e : 


НЕ avalanche of waste paper 

& | t d. | from the Ministries continues. 

è 0., Two fine exceptions are the Treasury 

; Я ; G ; and the Board of Trade. The former's 

; (Suppers Ee нин) forms аге saving ihe last quarter af 

: an inch of paper and were obviously 

INDUSTRIAL CATERERS AND CONSULTANTS deüened by experts, The latter ee 
3 Р | a small sheet, both sides, with narrow 
Water Road, North Circular Road, Wembley, Middlesex | margins. Worst offender is still the 
E Telephone: Perivale 1164 | Ministry of Works. This extends even 
to the Ministry’s Press Department, 











t WAR TIME REMINDER 


s from 


GILBERT WOOD (A/M) LTD. 


formerly and for many years at 


15b, Queen Victoria Street, LONDON, E.C.4. 
To ай OUR CUSTOMERS — both TRADE AND RETAIL. 


i . We were and still are Sole Concessionaires in Great Britain fori— 
"ORIGINAL-ODHNER " Calculating and Adding Machines. “ SCANDEX " Visible Records System, 
and also “C.V.S.” Visible - Filing Equipment. 
(Manufactured by Licence under Patent No. 461172). 
We are still carrying on but at our War-time Address at: 
25, Dorchester Court, Herne Hill LONDON, S.E. 24. 
"Phone: Brixton 7218 
: and at 31, Brown Street, MANCHESTER, 2. ‘Phone: Blackfriars 5536. 
— . On request we will gladly send you the name and address of our nearest Agents. 





. Committee of the British Standards 
Institution, which has been working 
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PACKAGING 


CONTROL|THERE’S NOTHING MUCH TO IT- 


« IMMINENT ” 


says John Ryan 


R JOHN RYAN, director of the 
Metal Box Company and 
chairman of Packaging Industry 


in collaboration with the Government, 
told a meeting of the Incorporated 
Society of British Advertisers that 
control by Order of all package goods 


was imminent, . А 
The Orders will cover all types of 
container, whatever the material, 


other than those listed in the schedu| 
. for the prepacking of any of the com- 





and for each commodity a schedule 
wil be given showing exactly what 
contener: and what type—such as 
tins, glass bottles, collapsible tubes, 
plastic containers, cartons, and paper 
bags, can be used for a ‘commodity, 
and the type of cap or closure sealing 

wads, 
It wilt be illegal to use any package 
le 


modities covered by the Order. 
As far as tins and cans are con- 
cerned, the effect of the Order will 






follow’ very closely the existing Tins 


x 


Du “on the printing and marking of con- 


"restrictions on all commodities, limit- 
"ing the number of sizes of any par- 
“ticular brand which can be marketed, | 


| a 
DICTOGRAPH INTERNAL TELEPHONES | 


and Cans Orders. 


- Restricted Printing, 
‘Finishes and Sizes 


The Order will contain restrictions 


“Bs A 
SIMPLEX ” 
and 


“BANDA” 
EQUIPMENT 


tainers which, for all materials, will 
follow closely on the tins and cans 
arrangements and will limit printing 
to "twice through” a marking 
machine, plus protective varnish. 
The Packaging Orders will contain 


and this will probably result in а! 
considerable reduction in the number: 
of sizes orderable, | 


(С óncluded on page 40). 











But it needs the initial effort to make a start. Many 
factories have long delayed the tidying-up of their 
internal routine for lack of that initial efort == and 
now thereare more excuses than ever. Industry hasno 
time to stop and think: the call for output is pressing, 
and must be answered : perhaps, when peace caries... 


BUT, NOW IS THE TIME! 







and within a few short months—even weeks fu: 
increased output can prove the value of an up-to. 
Production Control technique and a plar 
ordination of all departments, while mec 
of Works routine can reduce the clerical burden 
and at the same time ensure accuracy and efficiency 
on simple clear-cut lines. 


AND WHEN PEACE COMES - 


there will be the legacy of a tidy house, ready and 
prepared to make the most of every opportunity. 


Now is the time to make that initial. 
effort. Let our Systems Department send — 
an experienced investigator to discuss is 
with you your production routine probe 
lems and suggest improvements. Your 
initial enquiry involves no obligation. 


BLOCK & ANDERSON LTD. 

‘OLD MILL HOUSE’ - TRUMPINGTON ROAD > CAMERIDGE. 
Telephone: Trumpington 305 (3 lines) 

Specialists in Production Control Technique and Manufacturers 

of Equipment for the Mechanization of Works Routine, 


Branches at Belfast; Birmingham, Bristol, Cardiff, Glasgow, | arpon! 
London, Manchester, Newcastle, Nottingham, Sheffield, Soulhamy 


























Desk to to Desk Conversation 


THE larger the organisation the greater the need for instant time-and-trouble-saving 
control. With the Dictograph Master Station a high executive can give full rein to 






LET US 


See АНЕ his organising ability, thanks to the ease and speed with which he keeps in intimate 
FOR touch with every department under his control. 
AEAT € ifyouare not now eligible by being substantially engaged on government work, 


let us record your name for a priority installation after the war. 


DICTOGRAPH TELEPHONES LIMITED 
Abbey House, Westminster, London, S.W.1 
tAbbey 5572/3/4). Works : Croydon. Also at 


BIRMINGHAM, BRISTOL, DUBLIN, GLAS- Т : 
GOW, LEEDS, MANCHESTER, NEWCASTLE Executive's 
BELFAST, CARDIFF and HUDDERSFIELD aster Station ——— — 


PACKAGING — 





Жии up, Molly! 
M». Clarke has an J È 


x 


OUT-OF-DATE FILING 
YOUR BOTTLENECK ? 


No waiting with Shannograph—the latest time and labour-saving 
filing system. Full vision, flat-top folders, suspended by hangers 
from a steel frame, slip іп and out at a touch, Eye-compelling 
coloured graph lines on folder tops preserve correct sequence, 
prevent misfiling and give instant location. 


FOR SPEED AND 


ACCURACY 
INSTAL 


» 






& 












system is the 'always 
tidy: file, Gives finger- 
tip control, no riding 
up or slipping under. 
No dog-ears, no tugging 
or tearing, keeps docu- 
ments ín perfect con- 
dition. Folders slip out 
easily, whether fully 
loaded or nearly empty 


shannon 


IMPERIAL HOUSE (DEPT. A.D, 15-19 KINGSWAY, LONDON, W.C.2 


And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow(Agent) 
LERNER EOL TO ET AEAEE ы EE DE PDE EARS APIECE IAT NRE 





CARBON 
PAPER 


i 


s BUSINESS for 
Packing Control (coneld.) 


Explaining how the need for con- 


| trol arose, Mr, Ryan said that as the 
| war developed the supply of plastics, 
| glass, cork, and so on had deteriorated, 
! and since the beginning of the year, 
| a large range of other products like 
|o tin, lead, rubber, essential oils, resins, 


| and gums had each 


become very 


short in supply. 


“At the same time," went on Mr. 


| Ryan, “the demands of the country 
; have made it impossible, even when 


. materials 


| quired. 


were available for con- 
tainers to be made to the extent re- 
Not only that, but transport 


| difficulties have sometimes prevented 
; supplies being obtained, 


"'The British Standards Institution 


| was therefore asked to expand the 


work it had been doing and to treat 
packaging as a whole, The recom- 
mendations of the Committee which 
was set up, when accepted by the 
Government Materials Committee are 
to form the basis of a series of 
Packaging Orders." 

Mr. Ryan pointed out that one of 
the major difficulties in the elimin- 
ation of tinplate was the difficulty of 
soldering uncoated steel. This difh- 
culty was gradually being overcome 


' | by the use of various dopes, by spot 
| welding, and other devices. 
| shortage of 


Shannograph suspended | continuation of many sealed packs, 


The 


rubber prevented the 


He added that under war conditions 


| the packaging of pre-packed goods 


must be cut to the barest essentials, 


| and that meant that the first attribute 
| of раскаріпе--арреагапсе and con- 


1 W.P.B., 


venience—must be sacrificed. 


CAN WE BEAT THIS? 


Even Washington, accustomed to the. 
* alphabet soup" such agencies as” 
OP.A, OCD, OFF and older 
creations of the New Deal, is finding diffi 
culty in taking in its strides the latest 
combination-— 

H P. W.P.G.S.J.S. L.S. LAC. W.P,” 
It stands, so I am told, for the PIPE 


of 


WIRE. PRODUCTS AND GALVANISED 
STEEL JOBBERS SUB-COMMITTEE |. OF 
; THE IRON AND STEEL INDUSTRY 


| ADVISARY C 





MMITTEE OF THE WAR 
PRODUCTION BOARD ` 


* The back of the carbon paper is coated with a special 

preparation which gives 

SURFACE. 

хі DOUBLES THE STRENGTH of the carbon paper. 
` Waxcraft carbons DO NOT "TREE" OR CREASE like 

ordinary carbon papers, 

*it WILL NOT RUB OFF on to your fingers, mor 

will the carbon copy itself smudge. 

xCOSTS NO 

typewriter carbon, 


ut dob б 


Samples and details from 


STANDARD OFFICE SUPPLIES [° 


57 FARRINGDON ROAD- LONDON ЕСА 


it а GLOSSY WAXED 


гв, 


MORE than ordinary good quality 


( Tel:-CHAncery 5 561.4 Lines) 
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Ventilation 
(Concluded from page 30). 


(5) Whether for peace or war-time 
working very careful planning 
of air inlets and outlets 
necessary to get the best results, 
Take expert advice on this, 


Lightproof Ventilation 


The urgency of the blackout pre- 
cautions needs no .emphasis here. 
What must, however, be avoided is 
"UU the^complete occlusion of fresh air 
because of these necessary precau- 
` tions, Even the smallest office can be 
rendered entirely lightproof without 
becoming a death-trap, We illustrate 
diagrams of several systems of natural 
ventilation that require no explana- 
tion, They are simple to affix and, 
once installed, need little or no 

~ further attention. All the ‘natural’ 
systems normally rely on the natural 
law by which heated air becomes 
lighter and is displaced by cooler air 
at low level, This natural circulation 
can be increased or speeded up by the 
use of the suitable roof exhaust fit- 
ments, such as the “Invastyle” which 
add to the “aspiring effect’ of the 
warmer, stale air, 

“ Unfortunately the natural system 
cots not sufficient" for many of the 
‘larger c workshops, ‘where some 
mechanical means of induction or ex- 
traction, or both, must be provided. 


^€Forced' Ventilation 


Wherever machines are running 
and any quantity of personnel are 
gathered heat is generated, and the 
ventilation becomes more complex. 
Fresh air must be provided, heat must 
not be wasted and the only accurate 
method of combining these two 
opposites is by controlled ventilation. 

The air is moved by fans, usually 
electrically driven. There are two 

main types of fan: 

(1). The centrifugal cased fan; 

(2) The ‘propellor’ fan, 

The centrifugal fan moves air in 
‘one direction only, ie. it can suck 
in fresh air or can expel stale, but it 
cannot do both, It can build up as 
much pressure as is required and 
produces, if necessary a tolerable 
imitation of a gale of wind. 

The propellor can be worked in 
reverse and may be used either to 
clear the air or to bring in more 
fresh. air as required, It does not 
lend itself to pressure working. Fresh 
air sucked in by any of these fans 
may be warmed by being passed over 
a heating unit before discharge into 
the room, | 


Large-scale Plants 


is 





For many large installations the 
' “Plenum” system, combining ventila- 


tion and heating is often used. This 
consists of a main induction (centri- 
fugal) fan which brings in fresh air 
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EVERY BUSINESS 


Needs 












vexTILATION 


ө 


a Duplic: 


No process or appliance has yat bean 
devised or invented to produce more 
perfect Duplicating than Ellams range of 
Duplicating appliances. 
For nearly 50 years. the resources of 
money and scientific personnel of the 
entire Company have been devoted te. 
the development of Duplicating eo 
ment, with the result that t Tio 

more efficient is obtainab 

group of Duplicating Machines ra 
varying prices: from. E | 
Flat Bed Model'to the Automatic: : 
Self-feeding Rotary: ; 






| 
| 
| 
| 
| 
| 
| 
| 
| 
| 





ELLAMS CARBON PAPERS, TYPEWRIT 








DUPLICATOR CO. LTD., ASTOR HOUSE, ALDWYCH, W.C.2_ 


‘Phone: Но, 5365. 








RIBBONS, DUPLICATING INKS A 
STENCIL PAPER 


Ellams Carbon Papers achieved popu. | 
larity some forty years ago because t i 
were the first Carbon Papers in c $ 
World to be clean to handle and j 
smudgeless if operation, : 
To-day these things. are taken tor - 
granted and the. outstanding attribute 
which causes so many users to insist 
Ellams: Carbons is  Econcmy se NO 
cheapness in first cost but Long Lite 
you can use them time and time agai 
They will still be giving good 
vice when two or even three To 
of Carbons of lesser. gu ; 
{although not greatly jase in] 
| 
| 
| 
| 
| 
$: 


































price) have had their day 
Write for full information 






| 
| 
| 





D 





(heated as desired) and disperses it 
under pressure all over the area 
needed. Roof extractors or another 
fan exhaust the stale air, or part of 
the warm air is re-circulated. The 
pressure developed may be graded as 
required, but it can be assumed that 
the air from one of these large-scale 
plants will be ‘hosepiped’ throughout 
the building, This fresh, warmed air 


is normally conveyed by means of: 


metal trunking and is dispersed at 
stated intervals as a sprinkler system. 

Owing to the shortage of metal it 
has been found necessary to limit this 
trunking as much as possible, and it 
has largely been reduced by the use 
of special diffusion units such as the 
“Stylovent” and the “Deflecto” grills. 












One very large Government 
now nearing completion, has 
ing at all in the offices, T 
carried through a comple 
false ceilings and ' 
brella-wise by the ' 


the use of steel 
reduced, 
In future articles i 


types of factory venti 
discussed at greater length 
not, however, propose at if 
go fully into the question of 
ditioning." This often sts 
actually covers the provis 
filtered, warmed (or cooled) 
fied (or de-humidified) air 
distributed in a definitely fx 
dition. 


a2 




















(5) We- give free inoculations 


SPECIAL SERVICE 
[sae ы акын 
MANUFACTURERS Ж e 


(6) We have instituted a Joint Pro- 
| duction Committee on the lines out- 
| lined by the Ministry of Supply and 
| this Committee interviews persistent 
LEONARD. HALL 3 & CO. | absentees without a medical officer's 
| certificate, , 
(7) Frankly, 


Consulting Engineers part-time shifts are 





9 HANOVER SQUARE only in their infancy with us, But 

| we believe there are possibilities for 

LONDON ^ wA | the use of married women in this 
Phone: MAYfair 3227. | way. 


| We are running а part- -time shift in 
| an automatic lathe section. Here we 
| have 400 women on part-time work. 
| The normal hours of part-time 
| workers are: 

Morning Shift 8 a.m. to 





SPECIALISTS IN 


Production Economy, Layout 
and Development 


12 noon for 5 days 


Efficiency Systems 8 a.m, to 4 p.m. on Sats. 
А А А Afternoon Shift 1 p.m. to 7.90 p.m, for 4 
Business Organisation days 


1 p.m. to 5 p.m, on Fridays 


Design of Special Purpose No Saturday work. 


Machinery "and Industrial | Needless to say the afternoon shift 
Equipment | is most popular as it enables women 
| to get the mid-day meal over and to 


| do their shopping :n the mornings. 


= Staff of Expert Production | Also the two clear days, i.e. Saturday 
І ; and Sunday, they “find of great 


Organisers and Designers | 
3 3 i assistance in keeping their household 


at your service | duties up to date, Nearly all our 
part-time workers are women over 
| 40 years of age and we find them to 
be extremely conscientious workers. 
Mainly they have grown-up families 
and are keen to do a job of war 
| work, 

| We have only had four cases of 
| women wishing to leave their work 
and in two of these it was found 
that the sickness of young children 
| was the prime cause, 














Your. 
Wastepaper 


15 urgently wanted for 
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8-Point Anti-Absentee Plan (concld.) 


(8) Finally, we have just instituted 
our first creche at Cowley (for 60 
children) and a second at Morris 
Commercial Cars, Birmingham. 


The creche at Cowley (formerly Morris 
Sports Club) is in charge of a matron who 
is supported by a fully-qualified staff. The 
mothers pay 1/- a day, and bring their 
children at 7.30 in the morning and col- 
lect them after work at night, any time 
up to 7.30 p.m. For this payment the child 
is fed on a thoroughly-balanced diet and 
his welfare is looked after, A suitable 
playroom and outdoor playground are pro- 
vided with games and toys, 

A quantity of the latter have been sup- 
plied by London firemen who are making 
toys from blitzed timber. 


The nursery has been divided into three 
sections, one for children under 2, another 
for those between 2 and 8 and the other 
for children between 3 and 5 years of age. 
Each child is given a symbol when it 


idis 


enters the creche, such as a teddy bhear,, 


a squirrel or some such mark, These 
symbols are marked on their coat pegs, 
face flannels, tooth brushes, ete., so that 


the child learns to recognise his own coat: 


peg and belongings. An air-raid shelter 


has been built, 

The set-up is unusual, The firm 
provides the equipment, premises and 
all capital expenditure. Actually a 


children's creche is expensive to 
organise, Already we have over- 
spent our quota by 50% due to 


changes necessary in plumbing, heat- 
ing, ventilating, day-light glass, etc. 
Costs of convertion run fairly high. 


While the firm looks after the 
capital and equipment side, the 
Ministry of Health have agreed to 
take over the responsibilities of run- 
ning the creche. The Ministry, there- 
fore, staffs the creche and actually 
runs it. It also arranges for the 
catering and collects all charges. 





essential war purposes! 
ALL Classes of PAPER 
are required such as: 


9 BACK NUMBERS 
© OLD CORRESPONDENCE 


CLASSIFIED 
ADVERTISEMENTS 


| OFFICE EQUIPMENT FOR SALE 








“A Large Selection of Ex-Government and 
Other Steel and Wood Office Furniture In- 


С Е j eludi Filing Cabinets, Desks, Card Index 
| @ OFFICE RECORDS Cabinets, ete. Also Plan Cabinets, New and 
: Secondhand, at Lowest  Prices.— Write for 


| @ CARDBOARD 
| € WRAPPING PAPER, etc. 


Ltd..134-5 High Holborn, W.0.1. Holborn 4894." 


4 


$ 
| 
| Catalogue. The Miscellaneous Trading Co., 





TYPEWRITER 

We can collect | Underwood Typewriter (Elite type) for sale, 

in any district (ioe suse a ue шы: ME 
SACKS 





JOHN HILL & CO. (гше) LTD. 


ARLINGTON WORKS, ARLINGTON RD., 
ST. MARGARET'S, E. TWICKENHAM, 


MIDDX. 
POPesgrove 5577 and. 5157 


| Sacks and Bags for all purposes. John Braydon, 
.. 82 Aylmer Parade, N.2. Telephone: 
i MOUntview 1137/8. London's Largest Hoiders. 











Tel: TIME RECORDERS 
also ab: 
ROSE'S WHARF and 
Ww FERRY ВР., DEVIZES ED., Recorders (all makes) for quick cash sale, 
MILLWALL, E14 SWINDON, Wilts. exceptional condition.—Write, ''"Bebarcol'" Box 
Тер EASt 3421-2-3, Tel. :SW Indond302, 345, BUSINESS, Whitefriars House, Tallis 





| 
] 
| 
i 
| 
| Staff Time Checking and Job Costing Time 


Street, E.C.4. 






























No Man Can Know Too Much 
Or His Ркорист 


The Ultra Lens is a revealing. 
eye of six actual diametrical: 
—36 area magnifications, 
which brings. out points of. 
strength or weakness Whether you 
are engaged ie manufacturing, buyi 
or selling, it is an ally of reat value. ks 
No instrument you can buy, more 
quickly justify and pay for itself. 







Fox the close scrotiny oi every com 
ceivable object, metals, tools, fabrics, 
fibres, minerals, precious stones, pant, 
print, manuscripts, biological and 
botanical specimens, cutting edges, 
fractured: surfaces, raw materials, and 





innumerable: other purposes. the 











ULTRA LENS 1& invaluable, and pre- 
s4 pees hitherto un- 
be used to 
Ў th fe bulb. рн aN ans- 
apent . ^ti inng acale ` 
e abroa 


Actual sine 83187 


Fuily descriptive 
Jeaflet on request 
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The Wold 5 
Finest биќ 


IN THE WORLD’S MOST 
USEFUL BOTTLES. 

















For office or home use 
Waterman’s Ink is the finest 
in the World. Free flowing, free 
ofsediment, Waterman’s Ink banishes 
forever irritating Ink-Clog... ensures 
smooth, easy flowing writing imme- 
реп is puto paper. Offered 
irge sizes for office use, or in 
small: bottles of. the famous 
: *Tip-fill "design which allows you 
¿to use the very last drop of ink. In 
“an unequalled range of 18 colours, 
“oO MWaterman’s Ink has the tradi- 
tion of 58 years leadership 
behind every drop. 















` Waterman's 
Ink 


IN. 18 DIFFERENT COLOURS 
Made by 
“The Pen Corner, " 44 KINGSWAY, W.C. 1 
| ‘Sole Distributors of the famous 
aterman's Pens & Pencils 


EMPIRE MADE 


A Straigl 
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_ Announce nent 
of Importance 
Rn s 





















In Britain todlay:: we are eee 
last longer—cars, clothes, radio, shoe: 
give longer service. What was 
thrift and common sense. is to- ; 
patriotic urgency. We must save all we can. 


The need for saving is particularly pronounced a 
regard to Dictaphone dictating equipment, 

There is an urgent need for Dictaphone di 
machines in all parts of the country—a need that ca 
be supplied from the normal business channels unde 
time conditions. The Dictaphone method is daily | 
to push through the correspondence, orders and i | 
cations essential to the nation's all-out war effort. Т 
helping key men to keep pace with an almost incr 
volume of work because it doubles ihetr ПРА 
things done: 

But there are not enough Dirtaphones. The de 
is so great that we appeal to business men to tree 
Dictaphones just as they would treat any article in 
demand and short supply. Here are three poiste | 
will. help :— 


1. Make your present Dictaphone equipment last at 
least for the duration of the war. 


2. Make your Dictaphones serve you best by 
maintaining them at full working efficiency. 

3. If owing to war conditions your normal business 
activity has been reduced and some of E 


Dictaphones. аге temporarily superfluous, 
know whether you are willing to release them: 








If you have even a single. Dictaphone that you con 
spare, will you let us know? Ву so doing you wil be 
helping some firm engaged in essential war work—the 
only firms to whom Dictaphones сап be supplied ender 
present conditions, Owing to the increasing shortage of 
clerical labour it is most essential that every Dictaphone 
in the country should be operating at 100 per cent, 
efficiency. Machines, like men, ought to be on full see 
to-day. Write at once to :— 


т DICTAPHONE © » 


(Thomas Dixon, Managing Director). 
(Dept. H) Kingsway House, Kingsway, London, WC 


Telephone: HOLborn 4181 (5 fines), 


Manchester, Sirmin ham, ow, keete Liverpool, 
Aen n Bristol, Newcastie-on- mes Bibl эл E синей 
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ae througho ut the Year! 


lt is highly important for all the year 

round’ efficiency that the health of 

your staff be kept at the highest pos- 
sible level. Forthis a regular course 

of Artificial Sunlight is invaluable. 


These vitalising rays build and tone 
up the whole system so that resis- 
tance to infection is increased and 
good health and stamina is main- 
tained. 


The PERIHEL WELFARE UNIT * 42" 
(here illustrated) combines 4 Perihel 
ULTRA VIOLET Generators of the 
mercury vapour type, and two INFRA. 
RED, black body elements of about 
600 watts loading each. cam + 
|t is the IDEAL Sunray Unit for 
group treatment and is easily 
adaptable for. either standing, 
sitting, or lying down positions 
and also for localised treatment. 
We also supply models for 
individual private use, Full 
particulars and Illustrated 
Booklets of Perihel Sunray 
Appliances will be gladly 
sent on request, 











PERIHEL* LIMITED (Dept. B) YIEWSLEY, MIDDLESEX. рун 





(1.900 : Illustrating 
dest of у x part of ап к 
o Btormor^' * S | i i actual "Stormor"' i | 
*helvimé ^ CN E ; installation in а N 
SEEMS), PNE large engineering firm. b 


Max ; STORAGE SPACE JF the келен: to be derived both by employees and em- 
итит ы arta, ployers from correct seating were considered for only a 
ew minutes, ali owners of factories throughout the country 


Maximam ACCESSIBILITY who desire happy workers and maximum production, would 


to every compart t. 
partmen refuse to tolerate any stool or chair which was not scientific- 


Maxi 
imum CONVENIENCE ally designed. у То enable you to give aou. 
; side to t Î е 
Maximum MOBILITY EVE | AUT mn, сен, esta 
y hike to send уоп an illus- 


a D EM 484,521 / 499.193; L | р pated Treatisa on this 
89,233 fand over 6i orld Patents and Protections нщ і Е m subject entitled, "SIT AT 
i M | EASE.” Write to-day. - 


; We plan your storage without obligation lec us sead you detail 
Cd. GLOVER & SONS LIMITED EVERTAUT LTD. WALSALL ROAD, PERRY BARR,BIRMINGCHAM.22 # 


af GROTO - ; 
N ROAD LONDON, S.W.18 (Propridors: J. B, BROOKS & Со. Lid) 
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BUT IT CAN 
BE REMEDIED 


PRIMUS = 
Continuous 


STATIONERY. PRS 


a Register 











Interleaving, inserting, aligning and extracting 
is unnecessary. work that typists have always 
had to do in the past. By the use of PRIMUS 
Continuous Stationery you automatically clip 


off ONE THIRD of your billing costs. That is нф набеги with 

a definite fact. One third at least of your Stationery ensures. the. same speedy. 
stenographer’s time and energy is spent pre- smooth operation, while ассору 
paring forms for insertion in the typewriter. matically locked in the machi 





vides your auditor with а ch 
on each transaction 





On all repetitive work like billing, invoicing, 
works orders, purchase orders, etc. perfect 
alignment and perfect duplication are required. 
PRIMUS Stationery assures this. The forms 
are set in continuity. All the stenographer 
has to.do is flick her wrist and each set of 
forms is ready for typing. 


CARTER- DAVIS LTD. 
Queen. Elizabeth Street, London, S.E. 1. 
B Telephone : HOP 0204/5/6. 
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: wailable to meet PRIORITY demands for: 


‘COLD PRESSINGS, ferrous and non-ferrous, up to 50 tons per sq. in. 
pressure. 
PLASTIC MOULDINGS, in phenolic type and acetate powders. ME 
BAR PRODUCTS, capstan up to 12" diam., automatic up to 1 in. diam. - 
MACHINING of small, non-ferrous components to fine limits. 
ASSEMBLING FACILITIES for small electrical instr uments, telephones, 
etc. 


























CES ALD. Approved under 705 conditions. 
Lc HENRY ALLDAY & SON (1922) LTD. 

















19-21 Warstone Lane - Birmingham 
Tef.—Central 6311. Telegrams—HALSON, Birmingham. 












Ll if you have Accountancy or 

Production Forms to.. com- 
ftd. plete on Typewriters, Ad- 

dressing Machines, Tabulating 

ae Machines, etc., it is worth. 
while to consult  Fanfold 


Limited; for example, as a 
Case No. 999 result of our recommenda- :; 
tion and products, the follow- 
ing results were achieved ;— 






тА зо 
нз KING GEONOE Y. 


War Production Factory 
( Mere. 


10094 Increase in speed of РР of compl leted 
forms 
719, Saving in Raw Material (Paper) 
909/ Reduction in after operation labour 
5 Machines (instead of an anticipated 10) 


“We shall be please dud will produce all Tere ures 


you à copy of our booklet on Write 
the war-time care of your 
typewriters. — Phone 
NORTH CIRCULAR ROAD, LONDON, N.W.2 — 


Telephone: GLAdstone 5477 {3 lines} 











rial Typewriter Co. Ltd.(Dept.7), Leicester 
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* My name can be 
seen at a glance ; saves 
turning over a dozen 
pages to find me” 









* I show that 


machine is written 


off” 








this 


AVE you a really efficient record 
of each item of Plant and 
Machinery--of Jigs and Tools? 
With the Kalamazoo Visible X Register. 

. , exact details of all Equipment can be 
seen at a glance (because the infor- 


mation on each record overlaps its 
neighbour like the slates on a roof). 









‚ ... machines capable of production can- 
not possibly be overlooked: рго- 
duction can be planned in advance 
by control over all Plant items. 


|... the written-down value can readily 
be seen (facilitating preparation of 
depreciation total and Tax claim). 


. coloured signals flash out items 
written off or any other information 
of special importance. 


being in secure loose-leaf form — the 
records are up-to-date and free from 
obsolete matter. 


. Saves constant listing and serves as 
A.R.P. Valuation Index. 


Plant & Machinery Records 


which speak for themselves 















* All Code Numbers 
are visible; speeding 
up reference and 
posting " 


ж Book form—saves the Country's steel and your money: 


gives comfortable, speedy writing pesitien: portabie and 
compact. YET—ne rings to tear or wear the records 
The “ visible edge" is always visible. 


(Proprietors, Morland & fmpey, Lid. fSabe) g | 
Kalamazoo Ltd. 


NORTHFIELD, BIRMINGHAM, 31. 
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National 
Accounting Machines - 





N hundreds of Aircraft and 
Munition Factories through- 
out the country, ^ Nationals " 


PH QE i uui ur 


are playing their part by 
providing efficient accounting 


x 


systems and economising in 
personnel to an extent never 
before realised. 


SRT aa ae НИН 





PAYROLL, STORES. COSTING 
EMPLOYEES’ INSURANCE & PAY RECORDS. 
PRODUCTION CONTROL, EXPENSE LEDGER. 
ANALYSIS. TRANSPORT RECORDS, 
A.R.P. EXPENDITURE. PURCHASE LEDGER, 


NOMINAL LEDGER. CONTRACT & CLAIMS 
4 LEBCGCERS. 


ETC. E'FC. 





NATIONAL———— 
ACCOUNTING MACHINES 


The National Cash Register Company Ltd., = 
206-216 Marylebone Road, London, N.W.1. = 


Phone : Paddington 7070, = 
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Expect a Boom, not a Slump 


After the War 


says Cecil 

Industrial 

HOP sales show a rise oi only 
. per cent. in April over last 
year, This modest figure reflects the 
.. full impact of all the new restrictions. 
le compares with a rise of 6.4 per 
“gent, in March and 5.4 per cent, in 


Pebruary over 1941, Stocks are 
actually down in value by rọ per 
cent. 


There is a rise of about т per cent. 
in the average value of daily sales 
over February and March. Even the 
Easter rush for food failed to stop 
the decline from 119 in March to 117 
in April, compared with 116 of a year 
ago, which itself represented a rise 
ot three points over the previous 
олоп. І 
Regional sales continue to rise in 
"Central London only, The rise in this 

area in furnishing goods sales was no 

less than 144.6 per cent, But allowing 
for the rise in April, sales in Central 

London were still but 78 per cent. of 

the average for 1937, compared with 
їз per cent. in the South, 124 per 
“gent, in the North-East, 127 per cent. 

in the Midlands and 130 per cent, in 

Scotland. 

Despite the greater number of 
масррегѕ in the West End of London, 
it is clear that evacuation and 
rationing are continuing to keep the 
relative level of sales far below pre- 

стаг. 


ә 
NEMPLOYMENT:. dropped by 
another 9,515 between April and 
To-day there are only around 
unemployed, “At last the 
Ministry has. withdrawn the 27,000 
men and women unsuitable for 
normal full-time employment from 
their return, It is difficult to see how 
unemployment can be reduced much 
further, Yet with the pressure of 
employers on the Labour Exchanges 

for workers one feels that it will. 

К e 
‘HE reports on post-war trade 
issued by the F.B.L, the Asso- 
ciation of British Chambers of Com- 
erce and the London Chamber of 


May. 
118,000 





Chisholm, 


Economist 


Commerce make dismal 
Every one of them looks an ex- 
pansion of trade. Yet while all three 
back private enterprise, the F.B.I. can 
only suggest bi-lateral barter for 
overseas trade and trade association 
control for the home industries, The 
Association of British Chambers of 
Commerce similarly insists that every 
trade association should do its own 
planning for the whole industry, that 
a Council of Industry should direct 
Government policy, that 
trade should be controlled and 
ordered by an Import and Export 
Council. 

All of these bodies are apparently 
convinced that a lack of dollars, a 
debtor’s situation and heavy taxation 
will make us poor while cutting down 
our possibilities of expansion abroad 
and reducing the level of Hving at 
home, 





D 


. . 
Г is difficult to know on what these! 
conclusions are based. They 
represent a mixture of muddled | 
thinking and superficial economics 
that would be hard to beat. 
The fact that we should be a 
debtor country for the first time in 


a century is paralysing the faculties 


reading. | 


Overseas |. 


| 
| 


i 





of many business leaders. I am 
astonished -to hear similar views 
expressed by the leading figures in! 


almost any business association that I 
address, Yet these dismal conclusions 
are completely without economic or 
any other statistical foundation, 


: By a most fortunate coincidence, 
Mr. 


ir. Colin Clark has just published | 
his latest study of incomes.* A 
close study of this book will end a 


lot of this defeatist nonsense, 
e 

HE general idea that purchasing 

power wil dry up aíter the 

war is simply, fantastic. On the 

contrary, the enormous re-building | 
{Concluded on page 26.) 

by Colin Ci ark, М.А, 





ыалы * Economies of 1960" 
MacMillan, 8/6, 








Bt SINESS. (incorporating. = 


Business,” " System," 





20/- à 
in the Deminions and Overseas, 


The Magazine of Commerce, 
оса Organization ‘and een "Uy. 
^ Published by Business Publications Ltd., 

^* Street, London, Е.С.4. Telephone Central 9Ro1. 
а year post free in the. United 


* Modern 


Whitefriars House, Tallis 
Subscription Rates : 
25/- a year post free 





gdom: 


| operative efforts of a number « 
; are experts in 





| 
| 
| 
{ 
i 


i 
| 
| А 
| 
| 
i 
| 


| sion as well as for individus! sbu 


| McGraw-Hill 














The Techn 


Executive Cor 


Wat Production Ed tien 
By ERWIN HASKELL  5O6HELL. 
751 pages, & by 5, 14/. pët 

A concrete. ana h 
confront the ex 
his subordin 
б points ont the 
methods of approaching 
sugge ihe à 
hnportance in tbe final 
Practically every factor 
likely to affect ^ getting the 
given а clear and: thorough dis 


Effective Foremanship 


Edited by Н. B, MAYNARD 
Assisted. hy Fourteen бой Ни ОКЕ 

265 pages, 9 by 6, 17/6 по 
An up.to-date book written Ву 


men on the problems faced hy Ъ 
men, The book was written by 



























their felds, 
common-sense methods of 
Each chapter ends with dq 
choice of answers for them s 
proves valuable for conferen 


E 


Publishing Co. Ltd. 


тш Aldwych House, London, МС 2 gauge 
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Has it Ever Occurred to You... ? 
Нох much production time is- wasted by 
your typists in getting ready for typing and 
deleaving carbon papers after typing ? 

IF NOT, then study and consider typing 
motion and visualise how much more work 
. could be performed if it were not necessary to 

; handle carbons so frequently. 

.'THE SPEED-FEED Typewriter Attachment 

with Continuous Stationery will give you 

| over 50% greater output of typewritten forms 
in a given time. 






Telephone or write for further particulars — 


-EGRY LIMITED, WARPLE WAY, ACTON, LONDON, W.3 


"Telephone: SHEPHERDS BUSH 3377 (3 lines) Teleg 


rams: EGRYCOMPAK, EALUX, LONDON, 















7 Storage Racks, Bins “CHARTERHOUSE” | 
é Boxes for Factories REVOLVING TRAYS 


B: 1T | (Patent applied for) 

" Just as necessary in the Office ог Works as a 
Calculating Machine or a Costing System... They 
enable the busy worker to deal with papers system- 
atically, and are always handy but never in the way. 
SAVE SPACE AND KEEP THE DESK TIDY 


TUM 








Factory 
other types ай of which are designed on the unit 
ion. principle; also Trucks, Trolleys and Trans- 
porters, The extensive range and the FISHOLOW 
facilities enable miost requirements to be promptly met. 


f 
| STEEL TRAYS 12i X 9) X 21 ins. 

| ILLUSTRATION SHOWS TRAY DETACHED 
i 

| 





EACH TRAY IS EASILY DETACHABLE AND 


ЕМЕА. ed d. Dont, Branch Жон»; INTERCHANGEABLE 


Rolfe Street, Smethwick, 
e SUPPLIED ALSO IN OAK 


H 

| | 

| C. W. CAVE & CO LTD. 

| Radiant Works jl 

| BARNSBURY PARK - LONDON, N4 
Е Pelephane ; NOR 4457. 
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ао “SUNLIGHT ў 
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CALCULATING ‘MACHINES 
s bondon Computator Cor- 
; ү on- Ltd à in BS 
і alenlators Ltd, we 48 
CANTEEN EQUIPMENT 
Bartlett, G. F. E, & Son 
(Metal Workers) Ltd, st 
Cave, б, W бо, Ltd. 38 
jasiclene MEE Enamel 
(1988) Ltd, Ке 
Hodgkison & Co 









Still W. M, & AG Ltd. 
Sumerning & Co. Ltd 


STEEL. AND wooo 
Hrertaut: Sinite i 

Kemclo: Hardware бо... E 
Oxford Wooderatt: Ltd, 95 
Van San Chair Co, (1930 


td. 
evit ENGINEERING “Gon: 
TRACTO 
Taylor W Pa drow Construc- 
tion Ltd, m 
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Simplified Control of рари pedi 
Production, алан li osts & Accounts 


PAGE 


CONSULTING ENGINEERS 
Hall, Feonard & Со... 


44 


CONTINUOUS STATIONERY & 


EQUIPMENT 

Carter-Davis Ltd. 

Bary bhüd 2 

Vanfold Ltd, ... ars 
Wilkes, James Ltd, 
CYCLE PARKS 
Constructors Ltd. ... a 
Fisher & Ludlow Lid, ... 
DICTATING MACHINES 
Dictaphone Co, Ltd. ran 
Ediphone Voice Writing ... 


DUPLICATING MACHINES 
Elums Duplieator Co, Ltd. 
ELECTRIC CLOCKS 
Smith's — English 
Ltd. d 


FACTORY SITES 
Laing, John & Son Ltd. 


Clocks 


Cover i 


FLOORING 
Great М рава Floor 
ing Co, Ltd, 
INDUSTRIAL CATERERS 
Elis, D. & Co, Ltd, 
INKS” 
Sloan, L. G, Ltd. 
LIGHTING 
Benjamin Eleeirie Ltd. ... 
Siemens Eleetri & 
Supplies Ltd, os 
LOOSE LEAF LEDGERS & 





SYSTEMS 
Jones Perey (Tw inlock) 
Ltd. s 


Kalamazoo (Sales) Tta, 





Cope-Chat are “experts in the devising of simplified methods cove 

manufacture from contemplating the purchase of Raw Materials to the sc 
delivery of the finished product. 
Their methods provide INSIGHT to every person—from charge-hand to f 
Manager—who is interested in the full realisation of production potent 
enabling each to ACT according to plan. 
Cope-Chat methods are extremely simple and readily understood by works 


Director alike. 





PRODUCTION CONTROL 


Lack of timely and accurate. knowledge is responsible for the bu 
production problems. 


Undoubtedly there are disappointments, delays and oss in many | 
tion plants, caused by oversight, which can quickly be corrected by 
plified system in which time and materials are always “under Co 
Such a system so controls the collation and distribution of mana 


through the Announcements i in the Advertisement чы i in this Issue 


AGE 
MACHINE. ACCOUNTING 
EQUIPMENT 
‘Copelund-Chatterson `C 






Machines ТАЧ, 


MAGNIFYING LENS 


Bock, Richard ses ses d$ 
NOISE PREVENTION 
Burgess Products Co, Ltd. 
Cover iii. 
OFFICE EQUIPMENT  & 
SUPPLIES 
Cave, C, W. & Co, E 
international Coin Cc З 
ing Machine Co, Ltd... 45 
Shannon Ltd, SF ec d 
OVERALLS 
Supereraft (Garments) 
Ltd, aes a a HS 
Wheeler, E & Company 
Ltd... st i niu 
PAINTS 
Cement Marketing Co, Ltd. 27 
PENCILS 
Cumberland Pencil Co. 
Ltd. . . re e d3 
Venus Pencil "to, or a 44 
PLASTIC MOULDINGS 
Alday, Henry & Sean 
(1992) Ltd, - Ў 1 
PRESSINGS 
Aliday, Henry & Son 
(1922) Ltd, ... o" ae A 
PRINTERS 
Wilkes, James Ltd. "E 


PRODUCTION CONTROL. 
MACHINES 





3lock & Anderson fid, 228% 


SAFES 


Milners Safe бо 


THE j COPELAND- CHATTERSON | со. „Тр. 
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STATIONERY 
Witkes, daurues Ма, 


STEEL, STORAGE кешр 
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загара Pe 1 
bth eo 8 
TIME RECORDERS 
Cede Break Time 
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TYPEWRITERS X AGES 
SORTES 
hugeria 
188. 
Зала 
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TYPEWRITER GILLIS 
ATTACHMENT 
Bers Hed. 

YISIBLE RECORD 

Copelazid-c dins i 





















Many employers report 
increased output when smart 
non-shrink overalls are worn 


by the staff. 


T has been so well established lately 

that men and women do better work 
when they feel comfortable and know 
they look smart, that the working overall 
is being given much more consideration 
by employers. 


The Services, for instance, stipulate 
that the cloth used for Army, Navy and 
Air Force overalls should be proof against 
shrinkage. And so important is shrinkage 
treatment to the hfe, looks and comfort 
of the overall that the big overall manu- 


The happier they are, 


the harder they work 


facturers, specializing in contract orders, 
strongly recommend “ Rigmel "-Shrunk 
cloth. 

Advantages to the wearer ofa “ Rigmel""- 
Shrunk overall are that it keeps its fit 
however often it’s washed, it does not 


| restrict movement, it gives better pro- 


tection to personal clothgng, there is less 
risk of accident with it than with a tignt 
garment or a too big garment, and it also 
has a longer wearing life. When coupons 
have to be surrendered for overalls, all 
these points count. 

All the usual suppliers will quote you 
for overalls made of “ Rigmel"-Shrunk 
or any of the makers listed below will 
welcome your enquiries. 
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t and practical three-piece 





overall designed by Digby 
Morton, of Grosvenor Street, W.1, 
leading designer of women's tailor- 
mades, for the female staf f 
Maconechies, the food manu tr 


1: has since been айс 





SOME LEADING OVERALL MANUFACTURERS WHO RECOMMEND * RIGMEL "-SHRUNK 


Long Brothers, 
Hyde Park Works, 
St. Johns Road, 


Sheffield, 2. 


T. Jiggins & Son Ltd., 
Leader Works, 
Axe Street, 
Barking, Essex. 


James Smith & Co., 
(Derby) Lid., 
Drewry Lane Works, 
Derby. 


ADVERTISEMENT OF THE 


| The S. W. & W. E. Standard 


Manufacturing Co. Ltd., 
42, 43, 44 Bute Street, 
Cardiff. 


Н. Wheeler & Company Eid., , 


107 London Road, 
Plaistow. 
London, E.13. 


Fleming, Birkby & Goodall 
Ltd., 

West Grove Mill, 
Halifax. 


BRADFORD DYERS’ ASSOCIATION LTD, - LONDON · BRADFORD * 


Е. Fryer & Co., 
Orkney Street Works, 
Battersea, 
London, S.W.11. 





The Jayess Clothing 
Company Limited, 
Fourth Avenue, 
Team Valley Estate, 
Gateshead-upon-Tyne. 


Rigmel - 
( Shrunk 


LAUNDRY-TESTED 
AGAINST SHRINKAGE 








John Peck & Co. Ltd., 
Edge Lane, 
Liverpool. 13. 
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© PERSONNEL 


How We Run Our Plan for 


Part Time Employment 


*By Е. С. HOOPER, B.Sc., 


Joint Managing Director, Lewis's and Associated Companies 


Y colleagues and I realise that 

the immediate war effort is the 
only thing of rcal importance, and 
that our own business, important 
though it may be for the general 
life of the population in war-time, 
must take a subsidiary place. 

About a year ago it was evident to 
us that in the last six months of 1941 
there would be a very heavy call-up 
of women from all civilian industries 
and, more particularly, from retail 
«listribution. 

Tt seemed clear, therefore, that in 
the space of a few months we were 
going to be faced with the loss of a 
substantial proportion of our entire 
staff, excluding juveniles, and there 
was an immediate need for some 
scheme which would produce un- 
skilled labour that we could train. 

'To meet this crisis, we devised a 
part-time scheme, We worked out 
the details in July; took it to the 
Ministry of Labour in August to 
ensure that it would not cut across 
any of their plans, and, having 
received their blessing, launched it by 
advertisement on 18th August last 
year, 


Scheme was Launched 


by Advertisements 


We decided that we would make 
our appeal to married women of 35 
and over, and, although we had in 
mind a rough age limit of 60, wc 
have, in fact, taken women of any 
age—one or two actually over 70— 
provided that, on medical examina- 
tion, thev seemed fit enough to do the 
work. 

We deliberately avoided the pro- 
blem of married women with very 
young children, I mention this point 
because there has been a lot of talk 
about the establishment of créches, 
which have obvious advantages where 
factorv workers living in the imme- 
diate vicinity of the works are ,con- 
cerned, but 1t seemed to us that there 





*From a paper read béfore the Royal Society 
ef Arte on June 10th, 1942. 


was nothing we could do about it, and 
I think we were right. 

We are anxious to put this scheme 
across in a big way, and therefore, 
prepared a series of advertisements, 
and a large poster—the latter being 
prominently displaved on good sites 
all over our cities. You will observe 
that the policy behind the advertised 
appeal was patriotic in character. 

It seemed to us that the middle- 
aged married women had been rather 
neglected in the various national 
appeals—we should have to make it 
clear that, in coming to us for this 
part-time work, they were making it 
possible for us quickly to release our 
younger women, so necessary in the 
war effort, 

That this policy was a right one 
was proved by the fact that in three 
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OFFER OPPORTUNITIES 
FOR OLDER WOMEN 
\ TO RELEASE YOUNG 
OMEN FOR WAR WORK 


This impressive poster carries the slogan 


"JH carry on till you oome back." The 


Saturday only, or full five days a week. 
Dinner and tea provided. Good wages. 


of our towns—namely, Glasgow. Man- 
chester and Birmingham—over one 
thousand people appeared on the 
morning after the first advertisement. 


First Appeal was 
to Patriotism 


Т think this question of an appeal 
to patriotism has a general impli- 
cation, not only in part-time schemes, 
but in every question of appeals to 
labour. The patriotic stimulus can, 
of course, be applied in very many 
different ways, but I think heads of 
large businesses, perhaps a little more 
comfortable than the bulk of their 
employees, should never overlook its 
importance during war-time 

When an applicant for part-time 


work comes up for interview. two 
points should be stressed— 

(1) That the job is à regular ше, net 

in any way casual, and that it m 


for a fixed time during the day, or for 
fixed days during the week. 


It has been suggested that part-time 
schemes should be flexible, se аз fo enable 
an employee to modify her time ef work uf 
she finds herself unable to carre out the 
original arrangements This iv shes aie y 
fatal to the success of any part-time scheme 


(2) The importance of regularity in time 
and attendance is impressed проп 
them 


Even in the case of those applicants who 
máy have been in business before, we find 
that anything from 10 to 20 years of married 
life has made ít diffien!t for them to under- 
stand the extreme business in 
fixed hours, 

We have found it necessary to be геа» 
firm about this, and this has reduced bud 
time-keeping and absenteeism to a minimum 


portance of 


When these two points have been 
made clear to everybody then the 
interview follows the normal course 
for new starters, except that we have 
not thought it wise to put part-time 
applicants through general intelligence 
or special aptitude tests 

We have for many years had our 
own doctors for the examination of 
new entrants to our business, and 
part-time applicants have a thorough 
medical examination, but in view of 
their age we have, of course, some 
what lowered our normal standard 

On the day they start their job, it 













F strong: and healthy people the 
dcexeltement ol work Hoa large 
ix Hable to be vers fatiguing 
reek or Woss ocs 2 : 








va) Tf 
nagging, they will not. complain or stick 
up for themsecves, they will probably 
leáve withont saying a word to anybody. 


they run. up 


Training and Wages for 
Part Time Workers 


<o We also give them а substantial ` 


“training in our Training Department 
for the work which they are to carry 
out, before they commence it, and 
our Staff Managers have instructions 
that the individual follow-up by report 

“and interview during the first few 

"weeks of their employment is metri- 

:enlonsly. carried. out. 


Our experience has been that we 
lost ‘a fairly large proportion of our 
first applicants, no doubt partly 
through our. own fault, but also 
because the early applicants were not 
always the most suitable people, but 


ant to recognise two or three 


against’ bullying ог. 





forward. m 

Wages offered are slightly more-per 
hour than the normal rates in our 
Agreement with the Shop Assistants’ 


Union. In view of the fact that 
travelling expenses, etc., аге as much 
as for a full дау, plus the fact that 
many of these women pay out a small 
sum for domestic help, we thought 
that this arrangement was fair, not 
only to the part-timers but to the 
regular staff. 


The Regular Staff Had the 
Scheme Explained to Them 


Before launching this scheme we 
recognised the extreme importance of 
explaining it to our, management and 
regular full-time staff. I dó not need 
to stress our traditional national con- 
servatism towards new ideas, but 
there was an added implication behind 
this scheme, which had obvious 
dangers. We told them some such 
scheme was the only way in which 
to keep the business going, and thus 
employ them according to our Agree- 


i tit Ea etai LLL LLL NCA, 


HERE ARE SPECIMEN JOBS AND RATES 


GLERICAL. 

BA. 9 am, to 2,30 p.m. (Wedne 
> should Store hours ine 
Wages: 35s., plus 6s, 30, war 






) 
honus, 


bé prepared to work until 6 p.m. 


y D али. to 1 pan.) six days weekly (9 a.m. to 3 p.m. 


plus dinners value бх, 
Bas Tham. to 5 p.m. (Wednesday excepted) Friday 12 am. to A рли. 
ý ` should Store hours increase.) 


(Applicants must 


Wages: 258., plus 08.30. war honus, plus dinners (tea Friday), value 3s, 30 
Toss 5 fuf days (Le whole week, excluding Wednesday). 


Wages; 285, &, plus Gs. 3d. war bonus, plus dinners and teas (value 7s, 


8d.) 


KITCHEN WORK AND STAFF CANTEEN WAITRESSES 


9.10.9 гала, to 2.30: pom. 


(Wednesdays 9 a.m. to 1 p.m.). 
to wotk until. 3 p.m. should Store hours inerea 


tApplivants must be prepared 





Wages: 20s., plus war bonus 5s, plus dinners {value 65.). 


£2. 1 am. to p.m. (Wednesdays 9 a.m. to 1 p.m.). 
work until 6 рла. ошӣ Store hours inerea 
war bonus, plus dinners 


Wages: 18s., plus 55 
5 Iull days (Wednesdays excepted). 


E3. 


Wages: 3s, plus ôs. war honus, phus dinners and teas (value 7s. 


DAILY WORK 


am., te 5 p.m, 
increase.) Saturdays 9 a.m. to 6 p.m 


SELLING . 
One dày a os 
суо days 
Three days 
“Poor days 





KITCHEN WORK AND STAFF 
GdocoOneday ыу Уан 

Two dass сы. 

Three days 4.7 








di c Öne day o 00€ 
EQ Two days. „ш. 
2 Rae Three days: 





(Applicants must be prepared to werk nati 8 pm. 


* The reference to later closing. hours refers to the tact 


Applicants must be prepared to 





se.) 
itea Friday) value Ss. 3d. 


Bd.j 


should Store bours 


TO BE CALLED ON WEEKLY AS REQUIRED. 


Та. Bd., pius meals. 
13s., plus meais. 
18s., plus meals, 
29а. 6d., plus mesia. 


"Commission is рані monthly at the rate ef 1d. im the £ 


DINING ROOM 


p m. 7s., plus meals. 
ifs, plus meals. 
18s., plus meals. 





RESTAURANT WAITRESSES, SODA FOUNTAIN, LUNCHEONETTE AND SNACK BAR. 


7a., plus meals. 
12s., plus meals. 
ids., plus meais, 


that the normal closing hour of 


ids store im peacetime was 6.30 pmi., but during issi winter it was 4 o'clock, and is now 








.,B e'clock, except em Saturdays when it is 6 o'cleck. i 
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ments when the war was over. At 


othe зате: time, we said, we. would 
‘make arrangements to ensure, as tar 


as we possibly could, that when. they 
were called ap, they would go inte 
the dorm of National Service for 
which they were best fitted. This 
offer, made at the psychological 


"moment, made it clear to those con- 
cerned that. we? were going to 0 
helpful—it served as а sort of quid 


be 


pro quo. i 
With regard to the question of 
dilution of labour, we made arrange- 
ments with the Shop Assistants" 
Union that we would not carry on this. 
scheme one moment longer than was 
necessary when the war was over. 

We made it equally clear to our 
various department managers—office, 
selling and administrative — who 
would have to work the scheme, that 
the scheme had. got. to. be worked, 
and that, while there were difficulties 
in it, those difficulties had to be.over- 
come, 

When the work is of a straight- 
forward repetitive character, the pro- 
blem is fairly simple, but when the 
operation of part-time labour means. 
alteration in the administration of a 
department, there are obvious draw- 
backs, and we have found these 
mostly occurring in office work, where 
also there is the greatest difficulty in 
obtaining new full-time labour. 

Two main methods are used— 

(1) Wher work requires verifieation | and 






constant reference, such ав cheeking 
invoi a team of two or fony purt- 
timers work in association with one 


fnll-timer, so that immediate reference 


can be made to the full-timer, 

In specialised office work wherever 
possible we have tried. to arrange that 
part-time workers. fake individnal. res- 
ponsibility for their ‘partienlar work, 
so that they can complete their work. 
during their shortened hours; Pt works 
much better than а team: of two 
because it gives the individna! а pride jn 
her own work, and avoids the obvious 
difficulty of one-half of the team blaming 
the other for mistakes. 





(2) 














Privileges of the Regular 
Staff for Part-Timers 


We have made it very clear, that: 
while we expect the part-timers to 
observe proper time-keeping and 
normal discipline they’ are themselves, 
to be regarded. аз regular permanent 
staff for the period of the war, the 


only. difference. being that of the 
hours or days they work. Р 
Thus, al the privileges of the 


regular staff are theirs—such as holi- 
days with pay; discount for shopping; 
membership of staff clubs and social | 
activities and, perhaps the most im- 
portant, the part-time staff have their 
own representative on the Staff 
Council and thus have an opportunity 
of putting their particular problems. 
through the body to the Management. 
We found a certain objection om 
the part of our part-timers to the. 
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name and, in its early stages, a cer- . 


tain athtude of flippancy from our 
regular staff towards these new- 
comers, particularly to the older ones 
who were christened ' "grannies. ” We, 
therefore, devised the name “auxili- 
aries,’ and put this name across to 
the whole of the staff, both regular 
and part-time, over our store broad- 
casting sets, explaining that the term 

*"auxihary'" was an honourable term 
describing people who rallied to the 
support of an army! in an emergency. 


When Full-Time Workers Want 


to go on Part-Time i 


I should like to mention two am- 


portant problems that have arisen ` 


since we started the scheme, with 
which we have had to deal firmly. 

First of all, we began to get a 
number of applications from our 
regular staff to go on to part-time 

We issued the strictest possible in- 
structions on this pointf—that on no 
account were any full-time people 
to be allowed to go on to part-time, 
and as a result one or tWo people left 
us, but from our firm attitude the 
bulk of our staff recognised that a 
- iry-on would not work. 

The other problem 1s, that a 
mumber of these part-time workers 
are of first-class quality, and as a 


1esult the heads of their departments * 


are naturaly anxious to have them 
on full-time work, and put consider- 
able pressure on them to change 
over. Again, we had to deal very 
firmly with this, and make it clear to 
АП our managers that on no account 


* were they. to put pressure on part-, 


time workers to become full-timers. 

Tt is now nearly a year since we 
started our own scheme and it has 
worked much better than we’ had 

' hoped We still have a number of 
names of people who would hke' to 
‘be employed when we have vacancies 
—and this in towns where the labour 
position generally 1s most acute. 

We took an average of the ages of 
our part-time workers some little time 
ago, and found it was just about 45. 
You will remember that we advertised 
Зог ages 35 to бо. At 45 a married 
woman has,. under normal circum- 

, Stances, already brought up a family, 
and :s, perhaps, wondering what she 
15 to make of.the rest of her life. A 
number of them have told me that 
they felt " back in the world" again; 
that they never realised before what 
a groove they had been getting into, 
and how grateful they were for the 
chance of being individuals again 


Importance Attached to 
Staff Administration 


There 1s an important point bear- 
ing, not only on the question of part- 
time schemes, but on the- whole 
question of the importance attached 
ao employment management m large- 
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Al part-time applicants are 
handed: the printed schedule 
showing the variens types ef 
part-time work for which they 
can apply. but in no case do we 
allow any diversion to Bt an 
individual problam. We heve lost 
тегу few applicants from this 
rule, since we find that after 
they have talked it over at home 
they almost always fit into one or 
other of опг schemes 
In the course of the interview we 
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LEWISS LTD, BULL STREFT BIRMINGHAM 
APPLICATION FOR PART-TIME ЕМТ1ОҮМЕМТ 
NATIONALIITY 


CHANGE OF ADDRE S3 
| (for Office use 555) 





NAME (Bur. Freer) 





Ack | Dar ee Віти 
mee Pe 
Pervious Evrrunpex Occapatien (if any} before ot anca Mariage 


| Mara, Sr | Date of Appricanoy 








з Rerextvcas Names and Addressee (i£ novrecest implore: pre Doctor. Minuter 
of Rehgion ос business scquamtances} 

1 | 2 

Woar " мнн snout Puta X through the number which (refe mno oy 
attached schedule) indeites the type of work m which you arc interested" 





.portance of the labonr 
force А 
Тоо ^ often ıt would 


endeavour to fmd oat not only 
what type of work. the applicant 
wishes to do, bnt what we think Fries 

she is most suited for. 


'mietvies n 





scale organisations. From 
the contacts that I have 
had with other businesses, 
and from what has been 
told me, there is still no 
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really considerable recog- 








nition in this country of 
the extreme business ım- 


appear that what 15 rather 
vaguely known as “ wel- 
fare” 1s all that 1s neces- 
sary to hire and fire, and 
to train and manage a con- 
siderable number of em- 
ployees, In my view this 
is wholly inadequate The 
staff administration ın our’ business 
proves its comparative importance in 
our admunistration, and thus, the 
facility with which staff mnovations 
can be implemented, 


Staff Problems are a Direct 
Concern of the Board 


We have always had esther a 
member of the Board concerned with 
nothing but staff or, in our now 
depleted Board, a Managing Director 
—myself—who is responsible for staff 
amongst other things As a result 
staff problems always receive authori- 
tative discussion and decision direct 
from fhe Board Then, in each of 
our businesses we have a Staff 
Manager, who can not only tackle the 
other managers on their own level, 
but has immediate access to the 
General Manager or local Director in 
control of the store. 

The Staff Manager 1s responsible 
for the size, selection, capacity and 
cost of the labour force, and we 
recognise his commercial 1mportance, 
not only by paying a substantial 
salary, but by peyment of c on 
dependent on the course of the biisiness 
in the store. 


~ 





Under him there is a Welfare 
Department, staffed with permanent 
Welfare Superintendents, nurses and 
visiting doctors and a Staff Training 
Department, with the necessary 
number of teachers d 


Managers who do Nothing but 
Staff Administration 


In short, there are m our stores 
some five or six people of the rank 
of managers domg nothing but staff 
administration in all its forms 

As a consequence of the mpor- 
tance we attach to this, an innova- 
tion such as a part-time scheme has 
a skilled and tramed management 
behind i:t,and the necessary authority 
throughout the hierarchy of the 
business to ensure that nothing will 
be allowed to get 1n its way. 

wte apart from this, however, as 
I have mentioned earlier, I attribute 
a good deal of the success of our 
scheme to the fact that we Лай to do 
something, and that, having decided 
that the part-time scheme was the 
only way out of our difficulty. to 
quote the words of a famous Queen 

—"We did not recognise the possi- 
шу of defeat 
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How Creeds Use Quality 


NE of the first firms in this 
country to take up uality 
Control charts was Creed & , of 


Croydon, the electrical communication 
people. They are now using the 
system for a number of processes in 
the machine shop both to reduce 
rejections and to check tolerances, As 
a result of using such charts much 
more' effective co-operation has been 
secured between the inspection and 
production or ‘cations. Incidentally, 
much valuable evidence has been 
given on process operations and the 
condition of the machines, thus 
helping planning. Finally it was 
found that Quality Control methods 
tended to smooth relationships 
between inspectors and operators. 


Like many other firms, Creeds owe 
their introduction to Quality Control 
charts to the visit of one of their 
executives to the United States just 
prior to the war. Mr, О E. Brenner, 
Works Manager, studied statistical 
samphng inspection and Quality 
Control at the Grete Corporation 
during a visit to the United States in 
1930. He was immensely impressed 
by what he saw there The use of 
statistical sampling plans minimised 
inspection effort without any sacrifice 
of the quality of the production, while 
Quality Contro! methods correspond- 
ingly reduced scrap and rectification 
in piecepart manufacture without 
sacrifice of either speed in production 
or efficiency. 





Qn his return to tlus country 
Mr Brenner interested his Chief 
Inspector :n the application of 
Quality Control, and a preliminary 
study was made of its possibilities 1n 
the Creed organization This study 
was interrupted by the’ outbreak of 
war, but had to be resumed towards 


the end of 1940 by reason of general, 


production culties arising out of 
the war situation 


First Entire Inspection Set- 
Up. was Analysed 


It was fcund that, as a result of 
gradual labour dilution, the difficulties 
in recruiting trained inspectors, and 
the many psychological hindrances 
which characterise war-time produc- 
tion, the firm’s accelerating output 
was being impaired and even re- 
stricted in some measure by the in- 
creasing proportion of defective 
pieceparts which came to the assembly 
lines The actual proportion was not 
high, but the firm, which was con- 
cerned with the manufacture Of pre- 
cision mechanisms for several of the 
Ministries, felt that it ought to search 
for some means of increasing the rate 
of efective production іп the machine 
shop. 

The author, in collaboration with 
the Chief Inspector, Mr, R, Royan, 
made a thorough analysis of the 
Creed inspection set-up with a view 
to increasing its effectiveness as an aid 
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АООВЕСАТЕ No OF DEFECTIVES IN ALL SAMPLES 

















AGGXEGATE Но OF COMPONENTS CMECKED AT 10 PER INSPECTION ушт 








Fig 1 


Front and back of the prooese imspectien record card 


to the production organisation, The 
difficulties of such an analytical study 


can be appreciated when it is borne іп. 


mind that the machine shop deals in 
the aggregate with some 12,000 
separate components, each of which 
undergoes on the average over five 
distinct machining operations. The 
majority of these components are of 
small size and intricate shape and 
have to be machined to close limits of 
accuracy, generally ot the order of 
plus and minus one-thousandth of an 
inch, 

The inspection set-up ın the 
machine shop provided for the usual 
"first-off " inspection, followed Бу, а 
"floating" inspection of the piece- 
parts during actual manufacture, and. 
ending with an independent “final” 
inspection of the completed batch at 
the conclusion of each process opera- 
tion In accordance with the general 
practice in production engineering 
work, no records of any consequence 
were kept of the results of piecepart 
inspection, nor was the ‘inspection of 
the process operations in the machine 
„shop carried out according to any 
particular plan. The floor inspector 
simply went round his group of 
machines- and from time to tme 
measured some of the pieceparts pro- 
duced If they were satisfactory the 
job went on; if they were wrong, 
the tool-setter was called in to give 
‘attention to the machine, . 


These Changes were Made in 
' Inspection Procedure 


To obtain a better inspection 
control, as a preliminary to the statis- 
tical control of piecepart quality, three 
changes were made in the inspection 
organisation and procedure :— А 

(1) The system of uindependen 
* fimal" inspection was abolished, and 
the inspectors so releásed were put 
on the floor of the machine shop 

(2) -The system of "floating" in- 
spection was organised .so as to 
ensure regular visits to the machines, 
a fired number of four pieceparts 
being inspected at each visit. 


(3) A system of Process Inspection - 


Record cards was introduced, each 
card becoming in effect a complete 
“case history ” of the machine shop 
process for which ıt was issued 
The record card 15 shown in Figs. 
IG (front) and 1b (back) and calls for 
little explanation The inspector’s 
fndings at each visit are recorded im 
columns A, B, C and D The next 
two columns, headed “Mean” and 
"RANGE" are for use in- plotting 
Quality Control charts 1n accordance 
with the standard methods laid down 
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in BS 1008-1942 Апу particular 
points to be watched by the inspector 
are summarised on the back of the 
card when issued, in the space under 
“ Special Notes,” and are numbered 
separately from 1 to 4. The mspector’s 
findings for these are recorded at 
each visit in the four " precautionary 
inspection ” columns provided on the 
front of the card The "inspection 
interval" is decided by the produc- 
tion rate and the nature of the process 
operation, the amount of process in- 
spection given varying from about 5 
to то per cent. 


Stability of Processes' was 
Analysed by Control Charts 


The next step was to subject the 
information given on the record cards 
to routine statistical analysis by the 


€ control chart" method so as to gain . 
ler- 


sonfe idea as to the stability or o 
wise of the various machine-shop 
processes—milling, capstan turning! 
drilling, grinding, etc As the res 
of this routine analysis confirmation 
was soon obtained that certain pro- 
cesses known to be troublesome, in 
that they had consistently given un- 
usually large numbers of rejects in 
the batches coming to the assembly 
line, were, in fact, difficult to keep 
within the limits of 'tolerance apang 
in the piecepart drawin opera- 
tion lay-out. Quality Mg bus charts 
were therefore introduced for these 
processes with the object of stabil- 
ising the product by the elimination 
where possible of causes of non- 
random variation. At example of 
such a control chart for a capstan 
operation is shown in Fig. 2. 

The chart illustrates the operation 
of Quality Control as an active 
process, by which inspection becomes 
for the first time effectively produc- 
tive, as it should be. Only too often 
in manufacturing organisations the 
function of inspection has degenerated 
into the mere sorting out of bad work 
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By Н. Rissik, A.M.LE.E., 
M.Amer.LE.E., A.LL.A. F.R.Stat.S. 


from good, instead of the assisting of 
production by the interception of ten- 
dencies towards the. creation of defec- 
tive work. 

It will be seen that the first few 
points in the control chart were satis- 


factory, but that there existed a 
distinct upward drift in average 
15 


PERCENTAGE DEFECTS 
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Summary of six months’ o 
at 





Fig 3 


dimension When the oth point fell 
outside the control limit an effort was 
made to find the cause of that drift 
before defectives could be produced. 
The attempt did not at first meet with 
success, but later the source of 
trouble was located and removed by 
the  tool-setter. Thereafter the 
process continued under stable condi- 
tions (with the exception of one or 
two points not shown) until the end 


“of the batch 


As the use of Quality Control 
charts in this way was gradually ex- 
tended throughout the machine shop, 
and the personnel became used to the 
new system, the amount of defective 
work began to diminish. Fig. 3 gives 
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MANAGEMENT 


a general summary of the results 
recently achieved, The curves express- 
the labour time spent on producing 
scrap and on rectifying defective 
parts ax a percentage of the machine 
shop or section output in man-hours 

The two main sections of the 
machine shop to which attention was 
at first directed were the semi-skilled 
milling section and the capstan 
section, and the results obtained have 
encouraged efforts to establish Quality 
Control in the drilling section also 
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resaits with Quality Control 


(It should be mentioned here that 
during the period in question the 
machine-shop production had imn- 
creased by over 25 per cent) As the 
method of inspection in the drilling 
section was by gauges, rather than by 
measurement as in the other two 
sections, a system of Quality Control 
by “defectives” instead of by 
"average dimension" had to be 
adopted, involving the standard type 
of control chart illustrated in Fig 4 
This method of Quahty Control ıs 
now also being used in other sections 
of the machine shop where inspec- 
tion 15 done by gauges As а rule, 
however, micrometers, clock gauges 
and other measuring instruments are 
used wherever possible by the ш- 
spectors, not only аз a check on the 
actual product but also as a check on 
the gauges used by the operators 


These Four Main Benefits from 
Quality Control 


as Quality Control assisted pro- 
ductifn The answer 1s undoubtedly 
'yes" Apart from the question af 


mummising the creation of defective 
work, the following important 
benefits have been obtamed which in 
themselves have more than justified 


the introduction of the system 
described .— 
(1) The control. charts provide 


MANAGEMENT 
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Fig 2 


iactual evidence of the running of 
the jobs to which they relate "rns 
evidence has proved invaluable in 
determining the root causes of 
‘troubles, ¢.g., faulty tooling, machine 
wear, difficulties imposed Б design, 
rete 


(2) Such evidence has enabled the 
Chief Inspector to report on the diffi- 
‘culties encountered with specific jobs, 
‘on the condition of machines, etc., 
thereby enabling the planmng depart- 
‘ment to take iu mediale action, 


(3) On the evidence of control 
charts it is possible to advise the 
design department whether or not, in 
any particular case, it 1s possible to 
work to certain narrower drawing 
limits if that should become necessary 
at any time, : 


(4) The use of control charts in the 
‘machine shop, where they can be seen 
and studied by inspectors, tool-setters 
and operatives alike, has made for 
closer co-operation between the in- 
spection and production organisations. 


This last benefit 1s, in the long run, 
‘the most important of all Опе of 
the conclusions reached by the Select 
‘Committee on National Expenditire 
in its 49th Report (“ Ап investigation 
Into certain complaints regarding two 
Royal Ordnance factories”—-14th Мау, 
1942) was that “means should be 
found to overcome the latent rivalry 
which exists between inspectors and 
operatives” In the method of 
‘Quality Control we have such a 
gmeans ready to hand, and ndustry 
to-day is at last becoming alive to 
the fact. 


MEAN OF FOUR OBSERVATIONS) 


AND ELIMINATED 
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Meetings and Lectures Arranged 


all Over 


A JOINT meeting of the Institu- 
tions of Mechanical, Electrical 
and Production engineers was held in 
the James Watt Memorial ‘Building, 
шыр, on June 4th. About two 
hundred were present. Dr, Darwin 
and Sir Frank Gill opened the dis- 
cussion, Mr, MacNiven-Brown, of 
the Ministzy of Labour and National 
Service, made a statement on behalf 
of lus chief, Mr. E. Watson Smyth 
(see summary, page 20) Mr H. 
Jtussik, of Standard Telephones and 
Cables, Limited, described and illus- 
trated by slides tae application. of 
Quality Control to production engin- 
eering. Representatives from the 
British Thomson - Houston Со. 
(хову), Messrs. Encsson Ltd. 
Nottingham), and the Meadows En- 
gineering Co, (Coventry), also spoke, 
and a keen discussion followed. 


HE Birmingham Central Tech- 
nical College, the Coventry 
Technical College, and the Wolver- 
hampton and Staffordshire Technical 
Cotlege each arranged during the 
latter part of June a short course of 
four lectures on Quality Control and 
175 apphcations to production engin- 
eering for the benent of the technical 
staff of manufacturers interested in 
adopting this new technique. А fifth 
lecture 3s being given by Мг Н. 


Midlands 


Risstk, on July 2nd, to afford an 
opportumty of discussing , Specific 
problems on the application of 


Quality Control 


JOINT meeting of the Institu- 

tions of Mechanical, Electrical 
and Production Engineers and the 
Manchester Statistical Society was 
held in the Engineers’ Club, Man-~ 
chester, oneJune 13th Some 150 
members attended and the discussion 
was opened by Sir Frank Gill, , 

Mr. Allman, Secretary of the Man- 
chester Statistical Society, announced 
that a short lecture course on Quality 
Control, by Mr, Tippett, lecturer m 
statistics at the Manchester College 
of Technology, was being arranged 
for the benefit of engineers and tech- 
nical men in the Manchester area 
interested in the application of 
Quality Control, During the subse- 
quent discussion Mr, Norton (Metro- 
Vickers) stated that he had been 
applying Quality Control with success 
to the manufacture of steam-turbine 


blades, 

A ‘JOINT meeting is now being 
arranged’ for Leeds, to take 

place in a few weeks А further 

meeting 1s planned for Sheffield some 

time in September 


+ 
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Saving Paper. Throngh 
“Cheque Receipts ” 


Experience Short Circuits Legal 
Difficulties — : 


T 15 more necessary than ever to- 
day to save every scrap of paper, 
yet every day parer, that could be 


saved ıs wasted owing to a legal 
que Recent’ correspondence in 
he Times has indicated that there 


15 an overwhelming desire n the part 
of most business men to cut. through 
the strands of red-tape and make the 
ordinary cheque endorsement, plus a 
of Ea Su stamp for sums in excess 
supply the receipt for the sum 
raid thus saving tme, labour, post- 
age 'and paper, Some firms, "whose 
receipts run into mi ny thousands each 
year, have approached the ,Faper 
Controller for his guidance in the 
matter. Others are waiting for a 
lead 
Quite a number of firms have, in 
fact, worked this system, of ‘ 'cheque 
receipts" for many years and have 
proved the saving that can be madc 
by its adoption. We illustrate the 
special printed form of endorsement 
required and would point out that 
the Joint Stock Banks require some 
form of indemnity or cover before 
they will permit its use. ' 


Hiffes Thirty Years’ 
Experience 


lhffe's, the well-known publishers, 
tell us that this apnd no difficulty 
whatsoever. ey have used the 
system íor the past twenty or thirty 
years, for all their business, excepting 
poaa of wages, "and have 
jo it of the test value, both in 
saving time and trouble (as well as 
paper) and also in them with 
„а standard-sized form of receipt. 
‘This last pomt is of considerable 
value as it simplifies book-keeping 
and filing. 


The Position Outlined 


Mr. С. L., Nordon, of Regis House, 
E.C 4, sets out the position with 
admirable clarity in his letter to The 


Times He adduces the following 
points 

1. The funotion of a receipt is to 
savo the payer from the пак of bemg made to 


pa 
Tote NE da а тене о! the days when 
payments were made in оза Рог that reason 
avery payer of over £2 ıs by law entitled to 


"Ea iA о а" for all са] 


purposes, the peyer by cheque who not 
obtain а receipt 15 protected by th ттойпойоп 
of his paid cheque endorsed by thi the be payo and 
begiing evidence that i$ has cleared 
through the payee's bank 


i. The endorsec cheque does not of course 
show for what particular indebtedness the 
money has been paid, but neither need a 
receipt 

"For the foregoing reasons the 
stamped receipt form at the back of 
a cheque is no more efficacious in law 
as proof of payment than an un- 
stamped endorsement " 

It will be seen that Mr. Nordon 1s 











сарф from W. DEVIS d SONS LIMITED, 
the sum meslioned.on the face hercof + 
Signature 1. 


Date. — 


This Signature i Intended te be an endorsement of thia 
cheque as well es а receipt 


The вреши1 Рр printed '' cheque seotipt " 
form of endorsement. 


prepared to go a stage further and 
to eliminate the 2d. stamp, He also 
suggests that any endorsement does 
not indicate for what particular debt 
the money has been paid—this, of 
course, can be got over by a varia- 
tion of the printed form of receipt 
provided or the cheque, e.g. a pu 
isher's cheque may show “ contri- 
butions,” "paper," "blocks for ime 
tration," and so on. 


The Bills of Exchange Act 
and Paper Control 


But the position in law still remains 
that until the Bills of Exchange Act 
is amended any frm taking up this 
system of cheque-receipts must give 
to their bankers a form of indemnity. 
Mr. С. С. Mackay, of Armour & Co. 
Ltd., does not think that is should be 
difficult to carry through this change 
which would be greeted with general 
approval. 

e mentions to The Times that 
he has been in touch with the Paper 
Controller to see what can be done 
as a matter oi urgency. The official 
reply reads - 

* You will appreciate that in addition to 
the need of amending tbe Bills of Exchange 
Act the preparation of the receipt and its 
copies oftan forms an integral part of tho 
accounting system of commercial houses, ш 
some савез the сору of the receipt forming 


the only record of payment. This latter 
could, of course, be met by leaving such firms 


OFFICE 


to continue with their present methods, but 
I mention it as one of the considerations 
which arse From the point of view of 
peper control, this зя obviously much to be 
said for the proposal, but 2:6 15, of course, 
a matter which has to be referred elsewhere, 
and thie hag asready been done." 


Difficulties of Changing Over 

are not Insuperable 

It would, it is agreed, be a matter 
of some difficulty in ordinary times 
to ,switch the whole accounting 
system of a large firm on to new 
rails, 

But these are not ordinary times 
and the need for paper is vital Is 
it too much to hope that by the 
united goodwill and co-operation of 
two firms most concerned, the Banks 
and the Government, this needed 
reform may be achieved? Each will 
have to contribute something The 
Government will have to find time 
for an Enabling Bill, the Banks will 
have to simplify the indemnity forms 
and some firms at any rałe will have 
to readjust their counting house 
procedure. 

In this article we have quoted the 
thirty years’ experience of one large 


firm—it does not seem to indicate 
that any of the difficulties аге 
insuperable, 


MUSIC IN FACTORIES 
г is still no legal decision 


on this matter, The Performing 
Rights Society maintains that a 
recent decision in favour of the 
author of a stage play applies to 
music in a munition factory But 
until some empldyer challenges this 
in the Courts there can be no final 
ruling. The author has certainly been 
paid initially by the B B C. 


The charge for small firms em- 
ploying fewer than 250 people is a 
minimum of one gumea per annum 
The standard charge is 1d per vear 
per employee for one hour's music a 
day. In the interests of large concerns 
desiring to run several hours’ enter- 
tainment for each shift, the position 
should be tested in the Courts 


РА 


HE Board of Trade Journal 
for May and, in its announce- 
теп“ on p. 234 under the heading 
“Use of Quality Control Charts,” 
carried the following statement 
"A study of either or both of the British 
Standards Institution's publications В.Б. 1008- 
194% and В.В. 600R-1943 has bean recom- 
mended to all production engineers by the 
Regions] Boards of the Ministry of Pro- 
duction," 
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BUSINESS for 


Civil Distinctions and Awards to Aid 


A British Order of 
Stakhanovists ? 


Г 1917-18 considerable publicity 
was given to men whose efforts 
in riveting and other shipyard tasks, 
aided the nation's efforts to increase 
the monthly tonnage output of ship- 
ping In some cases actual cash 
rewards were given to men who 
showed by their example what was 
the possible output for a skilled 
worker. Distinguished visitors to 
Clydeside and other ship-building 
districts were taken to see these 
specialists on the job and their con- 
versations with them were reported 
at gral length. 
ince the last war such intense 
effort has not been so greatly in 
demand in this country, and we have 
to turn to Russia to pick up the idea 
of awards for civil distinction in the 
field of production, 
In the early 1930's a Soviet miner, 
Stakhanov, 


working day. This world record was 
soon: surpassed, was re-beaten 
Stakhanov with 200 tons and even- 
tually the output was carried to 536 
tons, with a fairly widespread average 
of 200 tons a shift and more. 

Stakhanov received the Order of 
Lenin and a seat on the' supreme 
Soviet of the U.S.S.R. for'his pion- 
eering effort, As the idea spread. hke 
wildfire throughout industrial Russia, 
he achieved even more. He gave the 
world a new adjective and founded a 
new class in that hitherto classless 
society,  "Stakhanovist" and "Stak- 
hanovite" are terms in high honour 
with the workers of our Ally. Not 
only in one industry, but throughout 
‚Ше whole of Russian activity, men 
and women whose efforts are out of 
the ordinary are hailed as "Stakhano- 
vites" and receive very considerable 
privileges, 

The Stakhanov system is not, it is 
emphasised, the same as that set up 
by Taylor. This latter depended upon 
gearing the slower workers’ output 
to that of the best, Stakhanov's idea 
is that voluntary effort, and volun- 
tary planning, can build up each shift 
into a team, each member pulling his 
maximum weight and each sharing in 
а common profit. It does not neces- 
sarily mean'over-driving or excessive 
exertion; it does-mean that results 
are achieved through a community of 
intelligent interest. 

It will be noted that the first 
incentive is that of reward, Stak- 
d 4 


by could 


Output 


hanov now has many fellow members 
in the Order of Lenin. It is the fact 
that from this frst, recognition of 
supreme. endeavour (irrespective of 
the reason for its origin) has sprung 
an output drive that we should 
follow 1f we can. 
Mr. John Milne, 
industrialist, has recently suggested 
that we :n this country should give 
awards to civilian war-effort com- 
parable with those given in the Ser- 
vices to men who have done well. 
His views in this issue of BUSINESS 


a well-known 


Awards for 
( Chairman J. S. 


seems somewhat anomalous that 

there is no form of official 
recognition or award for those 
engaged іл the vital work of war pro- 
duction, The Fighting Services very 
rightly receive orders and decorations, 
ard the Civil Defence Services now 
qualify for special distinctions, but 
those without whom these Services 
not function—the workers 
actively engaged in producing the 
sinews of war—receive no recognition 
fcr merit. è 

These men and women are in the 
nature of things, essentially in the 
front line, and it must not be forgot- 
ten that they too bear their share of 
risk and danger through enemy action 
by air-ráíds, I have known many а 
veteran who has confessed that he is 
quite willing to fight in the open 
where he has a chance of hitting back, 
but he is frankly scared of air-raids 
Yet the worker goes on until the last 
moment, doing his duty, although at 
times it must be nerve-wracking 

Much publicity is given to the short- 
camings of the few, but little is heard 
of the splendid and loyal service of the 
vast ocity of workers. 

On the contrary, they are often 
accused of thinking of nothing but 
the contents of the pay envelope, It is 
unfair-to suggest that this sordid 
view is generally prevalent, simply 
because there is a certain number of 
workers who fail in their duty, as 
їз, the сазе in every other walk of 
iie ` : 

Most of the workers take a pride 
in their w»rk and what they are doing 
to further the war effort. If this 
were offically recognised, it would go 
a long war to imbuing an even greater 
enthusiasm; and would help to remove 
much misunderstanding. 

If it were not for the wonderful 


2 


are supported by other leaders. ү 

Maybe from his suggestion will 
spring a group of people here whc 
have won distinction, and possibly 
other ‘privileges, by their efforts in 
whatever grade of industry they are 
called upon to serve. 


Managers,  charge-hands, floor- 


.sweepers—all who are capable ‘of 


etting that extra ounce of result 
rom their efforts—should be equall 
eligible for the ranks of a new craft 
nobility, sprung from the womb of 
mass-production, 


Production 


By J. A. MILNE, C.B.E. 
Stone & Co. Ltd., Royal Society of Arts, 
British Colour Council) : 


efforts of the workers, the great raids 
on Germany over a thousand 
bombers at a time would not have 
been possible. This alone would seem 
to call for some official acknowledg- 
ment, 

A spirit of sportsmanship is one of 
the fundamental attributes’ of the 
country, and the friendly rivalry and 
competition which would be’ created, 
far from causing jealousy, would 
serve as an even greater stimulus 
by giving every individual something 
to “go for.” А 
I feel sure that the institution of 
some special decorations or distinc- 
tion for meritorious work in war pro- 
duction would have a marked 
psychological effect on the workers by 
giving them a sense of their real 
importance in the common cause, In 
addition, it could hardlv fail to have 
a stimulating effect on both the quality 
and quantity of war production, 

Special awards might also be given 
for new ideas leading to improve- 
ments in practice and production.  ' 

It is to be hoped that this matter 
may receive careful consideration by 
the authorities, in the interests of all 
concerned, 


*« Medals Would Not 


Meet the Case" 


says L. 5 Hargreaves, Managing 
Director of Aerahte Lid. 
T is, without question, essential to 
obtain maximum production from 
workers and some inducement should 
be offered Inducement can be: 
1) Bonus on production, 
2) Recognition or awards to those 
orkers who generally dis- 
tinguish themselves in output. 
Without question, the former has 
(Concluded on page 47) 
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How General Motors are Adapting Personnel 
Training to Meet Urgent Defence Plans 


AR is rapidly changing the 
tempo of American defence 
production. The swift expansion of 
arms factories has now become 
urgent, Thanks to the Lease-Lend 
plan the. necessary foundations of a 
total-war industry has been laid, This 
‘article. describes the part General 
Motors are playing in the gigantic 
“task of training the American workers 
to man the war factories. 

When America became the arsenal 
of the democracies employees of 
General Motors had to learn a great 
deal about machine guns very quickly, 
oe approached the problem from 

knowledge. and ^ experience 
мй са in commercial. production. 
Key men were sent to: Government 
arsenal and to existing arms plants. 
5 hey returned they trained 
' in turn trained still others 









Е utives Study Other 
Plants’ Methods 


à ethods of training used in the 
various. С. M. plants vary according 
to local needs and problems, but the 
general principles are the same. 
Where a plant is preparing to produce 
an entirely different kind of product, 
a group of engineers is first sent to 
another. plant that. is producing such 
products. to study. the. methods. |. As 
ctories go over to war pro- 
, men are sent from com- 
mercial plants to study the job and 
learn as much about it as they can. 

However, as new plants. were built 
and old plants were converted to 
defence work, it was soon realised 
that each faced the task of training 
men for war jobs on a large scale— 
and it had to be done rapidly, It soon 
became apparent that the would-be 
instructors had to be trained them- 
selves, 


They Had to Learn to Teach 
the Job 
They might know their job all right, 


but they had little or no experience in 
explaining to others how to do that 






job; What they needed was to be 
pagi | how to:teach 6thers. To this 
end, ^a straining programme for 
instructas was developed and 
designated - as, “Methods of Job 
Training.” “Then to develop а well- 


rounded plant training programme 


* 


*By R. G. French 


that would make the best use of these 
skilled instructors, a job training co- 
ordinator was appointed and given the 
responsibility for developing, co- 
ordinating and checking the progress 
of job training at each plant, 


Special Schools for *Job 
Co-ordinators” 


These 
needed special training, too, hence 
they were sent to the General "Motors 
Institute at Flint to attend а соп- 
ference of job training co-ordinators. 


(a) What does this job require that this man is not able to do or 


does not know ? 


(b) How can I plan the instruction of what he must learn so that e 
will learn it quickly and easily ? i 


(c) What must I take into consideration in helping this риш 


individual to learn rapidly ? 


(d) Pow can I tell that he has learned what I have tried to teath 





The first conference was held early in 
1941, and others were held from time 
to time, 

These conferences are held daily 
for two weeks, The method used in 
such conferences is based on .the 
assumption that each member of the 
group knows his own plant problems 
better than anyone else and that it is 
his job to develop a plan to meet the 
needs of his plant . He outlines these 
problems, proposes solutions, and all 
discuss them and reach conclusions. 

The Institute has also prepared 
training plans and related instruction 
material, adaptable to local needs, 
which it furnishes to the various 
plants for their guidance and assis- 
tance, This material is basic, common 
sense. To auote from one of these 
presentations : 

" "There is no such thing as a train- 
ing method that standardizes instruc- 
tion so that every man is, trained in 
exactly the same way, The needs vary 
and the individuals varv, but every 
new trainee who is to be instructed 
raises four questions in the mind of 
the instructor." 


job training co-ordinators 


4 Questions for Instructors 





(a) What does this job requir 
this man is not able to do or de 
know? oe 

(2) How can І plan ‘the inste 
of what he must learn so that he 
learn it quickly and easily? 

(3) What must I take in 

ation in-helping this 
dual to learn rapidi 




















(4) How on 1 | 
learned what 1 have tried to 
him? ^ ; 

These, four. questions. are 


discussed in as many chapters, Ir the 




















first, the instructor is guided inf 
out what job requirements the £r 
does not know; in the. E 


taught can be presented most. 
in the third, he іѕ given à 
checking over the factors thi 
hindering the training pe 
particular trainee; and in the 
he is told how to select the 
method that will tell him whe 
trainee has learned the material. 
fifth chapter is ^Practce of 
Training Method.” 


“What Does He Do?” 
“What Does He Know ?" 


Included as part of this mater) 
are several charts which are aise 
based on fundamental common sense. 
Thus, the job requirement char y 
vides. spaces for listing answer to 
just two questions _ concerning the 
individual trainee: “Skil Re 
ments- (what he has to be 1 
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-Scale workshops such as this need planning from A to Z. 


Large 
article tells how General Motors, the great 
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This 


American motor firm, started 


the transfer to war work by training its instructors. 


Чо)” and, “Information Require- 
ments (what he has to know).” 

For example, Jones, who is being 
trained as a turret lathe operator, has 
to be able to oil the machine and 
supply coolant, operate the controls, 
install collets and insert stock, grind 
and set form and cut off tools, grind 
and set drills and reamers, measure 
diameters, measure lengths, set stops 
for stock and feeds, inspect finished 
parts, and so on. These are “Skill 
Requirements"—what he has to be 
ahle to do. Then he has to know the 
construction of the machine, where to 
get oil and coolant, safety elements, 
construction of the collet unit, how to 
read a micrometer, and how to read a 
scale, etc, 


* Activity Charts" which Bed- 
rock Every Essential Motion 


When an instructor has prepared 
such a chart for a trainee, he has 
started on a systematic procedure of 
instructing that trainee in exactly what 
he has to be able to do and what he 
has to know in order to do it. 

Another analy sis is called an 
"Activity Chart." This provides spaces 
for listing part name, part number, 
and operation name, a sketch of the 
"work place layout", and a motion 
study listing uses of the left and right 
hands, foot actions, and on what the 
eyes are to be focused during each 
activity. 

There is also a training record form 
which lists what the trainee needs 
training on, extent of training needed 
on each item, and date training was 
completed, 


Plan for Training 


The natural course of instructions is 
outlined under five headings, com- 


monly referred to as, "The Five D's.” 
These are: Definition of purpose, de- 
tailed description, demonstration, dis- 
cussion, drill. 


Logical Sequence Used in all 
G.M. Factories 


In commenting on these, the text 
explains, that: “When something is 
being explained, it is natural to try 
to make it clear why time is being 
spent on this particular material, The 
purpose of learning the material is 
defined (definition of purpose), When 
he understands why he is to learn it, 
the natural thing to do is to sketch 
out in detail what is to be learned 
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The 5 D's 
@ Definition of Purpose 
@ Detailed Description 
@ Demonstration 
@ Discussion 
@ Drill 





(detailed description). Then the 
normal thing is to show him how the 
ideas are applied in actual practice 
(demonstration). He may not have 
understood all of it, so he is given an 
opportunity to ask questions and talk 
it over (discussion), When it has 
been completely explained, it is 
natural to give him a chance to try it 
out himself (drill)." 

Methods of training in the forty or 
more G.M, plants working on defence 
orders vary to fit local needs and pro- 
blems. In some plants, trainees are 
taught on the job, working either as 
assistant to an experienced operatór 
or alone on a machine under the 
general supervision of a set-up man. 


Government Trains 2,000 in Quality Control 


By E. Watson Smyth, 
Principal Assistant Secretary to Minister of Labour & National Service. 


1. Quality Control was introduced to the Government training 


scheme about three months ago. 
2. About 2,000 trainees 


(draughtsmen, 


draughtswomen, viewers, 


inspectors, and their respective instructors) in twelve Government 
Training Centres throughout the country have been given lectures 
on the practical application of Quality Control by a visiting 


technical officer. 


3. A technical memorandum and a specimen control chart is being 
prepared for use on the machines in all centres doing production 
work for service departments and industry. 


The. principals of about twelve engineering firms have written to 
the training of members of 
their technical staff, so that these нд may introduce Quality 


Some 24 production engineers and works managers have visited 
our Staff College at Waddon Government Training Centre where 
бахе are given a lecture on Quality Control be a senior technical 

cae engineers were later taken to a well-known firm 


4. 
us asking for particulars regarding 
Control in their own factories. 

5. 
- eie the system in operation, 

6. 


Several enquiries have been made for inspectors with Quality 
Control experience by firms who are contemplating the introduction 
of this type of control. 
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OPPICE 


Punched Cards are Put to by An Aircraft 


Components "Manufacturer 


By J. WILLIAMS, A.C.LS. 


T brief exposition of our 

wages routine by punched card 
necessarily omits much detail. 1 hope 
that. the principles on which our 
system is based will prove sufficiently 
clear, but it must be added that many 
other clerical activities are handled 
by this method, For example, except 
to state that the appropriate punched 
cards mentioned below are eventually 
used for cost purposes, all costing 
details have had to be omitted. 


Daily Clock Cards. Save 
Weekly Rush 


АП the wages information is 


"obtained from one source, ie, the 


clock card, and as the procedure for 


"handling these is familiar to most 





people, it is not proposed to describe 
in. detail the way these are pro- 
cessed, However, these cards have 
several unusual features which might 
be of interest and these are detailed 
below. 

The card is a daily card and con- 
tains (when completed) all the infor- 
mation regarding the operators’ 
activities of the day; it records the 
times of starting and finishing work, 
the times of starting and finishing 


„each, job and the full description and 
output of jobs. Different colours of 


card are used for the. various fac- 
tories, so. that they may be easily 
identified, 

Each entry on the clock card is 
extended, priced and accounted, and 
the total hours and wages for the 
day agreed with the individual 
entries. From each entry on the clock 
card a card (card No, 1) is punched 
and these cards so punched are 
balanced on the tabulator to agree 
with a pre-determined total betore 
being used. 

As the clock cards are handled 
daily we avoid much of the weekly 
peak period usually experienced in 
the preparation of wages. 

The cards are accumulated till the 
end of the week and then used as 
fellows : 

т. To produce a statement of out- 
put per operator from which to 
calculate the bonus earnings. 

2. To produce a statement of wages 
earned, 


aj vo | we 
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з. То produce a wages distribution 
by dept. and a/c. | 
4. To produce miscellaneous statis- 
tical information, | 

From 1 above, after the bonus has 
been calculated, а further card 
(No. 2) is punched for each item of 
bonus earned, being later used in pay- 
roll preparation, From 2 above a card 
is punched (No. 3) (by “summary” 
punch attached to the tabulator) 
showing total hours worked and total 
flat-rate earnings per operator. This 
card is also later used for payroll. 

These two sets of cards together 
with the deduction cards (No, 4) (see 
below) are then sorted into clock No. 
order and used to prepare a state- 
ment of pay for each operator. This 
is done on the tabulator, using a 
summary card punch attached, This 
produces a further total eard auto- 
matically. We also use a special 
stationery device which is self feed- 
ing and aligning. | 

The use of these devices enable the 
machine on its sub-total stroke to do 
three distinct operations. 


саш мӯ, 


These seven card forms used and described by the author, 
each has several unusual features. Т! 
complete data on wages and individual. output 


qao uoa te 


‘ogether they give 


i, Print the total gross and onet 
wages per operator. os 
* 2, Punch a card showing this infor* 


ally into position f 

ing the next pay rec 

The "deduction" card 

above are various sets o 

cards used each week, be 

weekly according to the ai 
deductions. 

They include cards for: 

(a) Insurance 

(b) Income Tax 

(c) National Savings 

(d) Miscellaneous 
and in the case of Income 7 
National Savings the cards 
subsequently each week for : 
to the individual persona! 

The summary cards proc 
(No. 5) are then listed out 
two-carbon set form to p 
a payroll with coin an 
label for -each employee 
clock No and net wages 
ing to the pay envelope. 















































Information the Cards Give: 


= 
* 


(a) Output per operator from which bonus earnings 


аге calculated. 


(b) Statement of Wages earned. 


(c) Wages distribution by department and account. 


(d) Idle time per operator and department. 


(e) Tabulation showing rectification time per department. 


(£) Percentage bonus earned per operator. 


(g) Abnormal and sub-normal bonus earnings. 





summary cards are then stored and 
ultimately: provide the necessary in- 
formation for the six months Income 
. Tax Returns, 


Control of Income Tax 
Deductions 


“at might be of interest to explain 
in fuller detail the method of Income 
Тах deduction control as we believe 


the method employed by us is simple 


to operate and accurate. 

On receipt of the assessment, an 
average weekly instalment is cal- 
culated and then. two ‘cards аге 
punched :—a debit card showing the 
total amount of tax to be deducted, 
апаа credit card showing the amount 
of weekly deduction. 

The credit card is then used firstly, 
to make the deduction on the pay 
receipt, and then secondly it is tabu- 
lated. together with the assessment 
сага to. reduce the balance of tax 
outstanding. against each individual. 
2 From this tabulation a summary card 
similar to the. assessment card is 
punched for use for the next week's 
tabulation and so on until the balance 
as reduced to nil) The accuracy of 
this personal record is guaranteed by 
“using the same card as is used for 
making up the pay, - : 


Те totals of the tabulation are 
“transferred to’ a control account by 


hand, | 
Factory Statistics 


/. These consist of various tabulations 
_ “prepared from the original punched 


cards. Being prepared concurrently 
with the wages, these are available 
three or four days after the close of 
the week. Amongst other information 
they include the fcllowing : 


I. A tabulation showing idle time 
per operator and dept. 

2. А tabulation “showing 
cation time per dept. 

3. A tabulation showing регсеп- 
tage bonus earned per operator. 

4. A tabulation showing abnormal 
and sub-normal bonus earnings. 


rectifi- 


In addition a labour summary is 
prepared by hand from the various 
tabulations in which all the activities 
of each department and factory are 
expressed as percentages of total 
hours, 


Where Our System 
Differs 


It might be of interest to emphasize 
the main differences between the 
punched card wages system explained 
herein and that more normally in use. 

In the “normal” system the wages 
are prepared from (a) a weekly time 
card; (b) a weekly or daily job card, 
the flatrate earnings being calculated 
from the time card and the bonus 
earnings from the job card. 

These tWo sets of cards are usually 
worked on concurrently, and the 
bonus earnings and deductions are 
finally entered, the latter either by 
hand or addressograph machines. 
Each card is then totalled and thus 
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< forms the advice to the operator of 
cfhe wages earned. ^ > 


Punched cards are prepared from 
the same sources which together with 
standard deduction cards are tabula- 


ява by machine to produce a payroll, 


the job cards being subsequently. used 
for cost purposes. 

This system is obviously excellent, 
but it has one or two weaknesses, 
which both the machine users and 
the suppliers of the machines are 
overcoming in various ways, 

Firstly, and this varies with the 
complexity of the work, some 
difficulty ts often experienced in the 
reconcilation of costs with wages, 
due to the use of ‘separate punched 
cards for each ‘purpose. 

Secondly, resulting from this, cost 
information may be delayed until 
such agreement has been reached. 

Thirdly, the payroll -has a tendency 
to become a large cumbersome form 
containing all the information neces- 
sary for (a) making up the money; 
(b) stamping insurance cards; (c): 
income tax deductions, etc, 

All these tend more to the arranging 
oí the routine and clerical operations 
to suit the ease of handling the form 
than in producing the highest eñ- 
ciency in doing each separate job. 

Their effect is that one clerk 
becomes a general wages-cum-insur- 
ance-cum-income tax deductions 
clerk, etc. 


Only One Basic 
Punched Card 


We have overcome the difficulty 
of reconcilation by the use we make 
of the daily clock card, as detailed in 
the foregoing, Although the card is 
totalled, this is done for agreement 
purposes only, and the basic punched 
card (No. т) is used for all purposes, 

The генен is that M ges maci 
produced summary cards are used for 
wages, the basic punched cards are 
being concurrently with wage 
preparation for costing, 
and statistical purposes and reconcilia- 
tion between cost and financial. 
accounts is automatic, ^ | 

In dealing with the second point we 


‚ handle each of the various functions 


on specialisation principles... The 
cashier.is furnished only with the 
information necessary to fill tlie pay 
envelopes correctly г: 

Then details of deductions for 
insurance stamps are passed to the 
insurance stamping dept. and similarly 
with Income Tax, National Savings 
and other deductions; We have found 
that this method affords the greatest 
measure of efficiency consistent with 
economy, and at the same time 
enables the clerks concerned to obtain 
the specialised knowledge necessary 
to the particular function they are 
performing, without being confused 
by other issues, 





accounting |. 
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Help your depleted staf 


A Sumlock makes short work of the most 





intricate calculations. 





THE LONDON COMPUTATOR CORPORATION LTD., 1, ALBEMARLE STREET, LONDON, S.W.! è Telephone: REG. is: 
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| SIMPLIFIED OVERHEADS FOR THE 
150 MAN PLANT 
By a Cost Consultant 





BYe curious coincidence we received the letter above within 
24 hours of asking the author of this article for his views on 


the handling of overheads. 


Such a situation as that disclosed 


by our correspondent's request occurs in very many of the 


smaller firms, where “overheads 


ээ 


are habitually lumped to- 


gether once labour and material costs have been ascertained. 
It is becoming more and more apparent that, in order to obtain 
anything like a true picture of the state of affairs, even in the 
smallest firm, it is essential that the same accuracy should be 
applied to the allocation of overhead costings as to any other 


charge on production. 


Indeed, without this accuracy, it is im- 


possible to ascertain the true figures of production. 


"HE periodic systematic and 
scientific collection of all items 

of overhead is generally disregarded 
by the small manufacturer unversed 
in modern cost accountancy methods, 
the balance sheets of past years act- 
ing as his guide when arriving at 
present-day estimates, This guess- 
work is a dangerous policy and may 


well lead eventually to a serious 
financial crisis. . 

In this short article 1 shall 
endeavour to list the overhead 


expenses usually found in the small 
concern, both manufacturing and séll- 
ing, administration and distribution, 
and show how to collect them prior 
to the drawing up of a monthly on- 
cost summary, 

„Тһе wages analysis and the pur- 
chases invoices should. provide most 
of. the overhead items. 
penses such as depreciation and bank 
charges, will not appear in either of 
these sources, Again, certain over- 
heads such as power, 
heating, rent and rates, and insurances 
may not be invoiced to the firm 
monthly, but their charges must be 
allocated: into monthly amounts to 
give а correct oncost summary, 


Each Item of Overhead 
has its Own Number 


Each item of overhead likely to be 
incurred. is given. a distinguishing 
number or code, and is clearly defined 
to. enable ‘those concerned with job 

V fecords and bookings: in the works to 
follow the system, Each item of 
labour overhead can then be booked 

“against its. number or code on the 
job cards; "These items ill include, 

ав examples, ‘plant maintenance, 
: labour, idle time, stores and packing, 


Other ex: ` 


lighting and: 


defective work and building repairs. 
Thus the wages or cost clerk can 
analyse his weekly wages under the 
headings (1) Productive Labour and 
(2) Overhead Labcur split up into its 
various sub-headings. 

Selling, administration and distri- 
bution overheads will also have their 
standing numbers, but the factory will 
not be concerned avith these. ` 
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еї am a director of a Small engineering 
firm: employing 85006 B0 men and the depart- 


“ments consist Of a foundry, pattern shop, 


machine shop and fitting shop. — : 

“The firm was established in 1858 and X. 
regret to say the costing system, etc., is almost 
the original, which of course conveys {0 you 
the state of things to-day. 

"The workmen have applied for a bonis - 
scheme and without a modern costing scheme, — 
etc., it is Impossible to know the true position. 

"Y shall be glad if you will ve able to give 
any afivice also the name of any costing 
experts who would be able to put us on the 
right lines," 





d 


Purchases Invoices Allocated 
to Standing Number 


The purchases invoices are allocated 
to the standing number in .similar; 
fashion to the labour job cards. 
Certain items of overhead purchases 
appear also in overhead labour such 
as stores and packing, building repairs 
and the plant maintenance. The allo- 
cations to selling, administration and 
distribution will include carriage, 
advertising, printing and stationery, 
telephones, and subscriptions, 

It must be borne in mind that 
productive labour and productive . 
materials, though analysed, are kept 
separately from overheads. 

A fair representation of the over- 
head expenses usually found in the 
small firm, and how to collect them; 
is given hereunder, 


Simplified Specimen of Monthly Oncost Summary 


Based on "5 on Productive Labour for oe shed 









































í | 
ia jDept. "AUS | Dept. "B" p “en Dept. “DYI Total 
Productive Labour Mà 

A u г TM j Es IM ЕЯ £ m E Hee 
Factory Expenses Собе | | | | | 
Salaries Pm э зш 
рана Rates e | _Selling & Administration Ce £ 5. 
Lighting & rieatin 63 | | Salaries 1007 
Waters nS | 64 | Commission lon | 
Insurances | 65 | Rent & Rates 402. | 
National Insurances 66 | Lighting 103) | f 
Sundry Expenses 67 | Heating 104 | 
Idle Time 68 | | Insurances 1105 4 
Labouring ! 69 | | Carriage 106 | 
Supervision & Inspection | 70 | Printing & Stationery 107 | 
Plant Maintenance | 71 | | Advertising 98 
Repair Tools 2i! | Postages & Telephones | 109) ' 
Small Tools | 73 | Office Cleaning о 
Stores & Packing | 74 | | National Insurances: Ang 
Experimental | 75 | | Discounts MZ | 
Defective Works & Metals) 76 | | | Subscriptions 4B | 
Buildings 7 | Audit Fees 114 
Setting 78 Travelling Expenses WS 
Holiday Allowance 79 | | Sundry Expenses 416 
Depreciation:— | | Patent Upkeep 17 
———— | Furniture Depreciation — 118. 

‘lant & Electrical Plant 80 | | Bank Charges | 24H9. | 
Equipment | 8l | | Total 5. & A. Expenses | | 
Total Factory Expenses | | dE ae 
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A rose by any other name would smell as sweet, but 
when specifying lighting the name Benjamin makes all 
the difference. Benjamin stands for unique lighting ser- 
vice specialising in industrial illumination ; it stands for 
the finest equipment, experience over thirty-three years, 
and a team of lighting engineers covering the э е coun- 
try. Benjamin stands for lighting planned to ensure the 
best seeing conditions for every individual in your works. 


BENJAMIN . 





LIGHTING 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N.17 


Telegrams : © Benjalect, Southtot, London.” Telephone г Tottenham 8252 (5 lines) 
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(0) Collected - from wages analyses. 


c onec : 5 E 
National . insurance, idle time, 
labouring, supervision and inspec- 
tion, holiday allowances. AP 
(2) Collected from purchases invoice 
allocations: alone: ~~ E 
Rent and rates, power, lighting 
and heating, water, fire, etc, insur- 
ances, sundry factory expenses (under 
Works | Overhead) | and . carriage, 
printing and stationery, advertising, 
telephones, subscriptions, audit fees 
and sundry office expenses (under 
selling and administration overhead). 





(3) Collected from both wages analy- 
sis and. purchase allocations : 


Plant maintenance, building repairs, 


stores and packing, and defective 

work, 

(4). Collected from petly cash sum- 
mary, private ledger, ete: : 

Travelling expenses, office and 
directors’ salaries, office cleaning, 
commission, postages, depreciation, 
bank and other charges. 

This article does' not deal with the 
departmentalising of overheads, 
though it may be stated that the 
selling, administration and distribu- 


« Workers Income Tax Plan 


Needs No 


Finance” 


Says J. M. Ferrie, 
General Manager, Campbell & Isherwood Ltd. 


M? J. М. FERRIE, whose firm 
‘was responsible for initiating 
a system of prepayment of income tax 
for its employees, has sent us the 
latest details of the “Bootle” plan, 
revised in the light of this year's 
Budget He points out while the 
scheme has met widespread approval, 
a good many employees have fought 
shy of it on the grounds of its 
alleged high cost of operation. 

* My greatest task lies in dispelling 
the idea . . . that it is necessary to 
lay out a considerable amount ot 
money. to finance the scheme. There 
is no doubt that most of these false 
impressions are entirely due to 
distorted newspaper reports." 


This is the Bootle Scheme 
for 1942.3 


The Budget changes in the Statu- 
tory method of collecting income tax 
from manual workers has had the 
following effect upon the Campbell & 
Isherwood Ltd, voluntary scheme. 

(D.The scheme can now be 
operated by any employer without 
the necessity of finance, as it will, 
within any collection period collect 
as much tax from the individual as 
under the official system, 

(2) As.the workers prefer a system 
of collection balanced with earnings, 
there is every. reason for believing 
they wil accept the better time- 
keeping and output conditions of the 
Scheme, and in return for a system 
which collects so much in the £ they 
will waive their. Statutory right to 
the new minimums, as when their 
wages are low. the small amount of 
` tax deducted creates no hardship. 

(3) It can be pointed out to the men 
if they claim the Statutory minimums 


free of tax, arrears will accumulate 
under any system of collection. and 
will increase the burden at a later 
date, 

(4) Whereas the voluntary scheme 
necessitates an additional weekly cal- 
culation as compared with е 
previous Statutory system һе 
position now is. very much reversed, 
and if the men waive their rights, 
the clerical effort required to operate 
the new Statutory scheme is obviously 
greater. 

(5) Psychologically the advantages 
are all in favour of the voluntary 
scheme inasmuch as the individual 
knows that, say 16/8d. of every & 
earned is his own. There is, there- 
fore, every inducement to him to 
work and earn as much as possible. 
On the other hand, under the 
Statutory system, if he has had the 
benefit of say the £5 minimum for an 
extensive period, any sudden increase 
in earnings. will create taxation 
liabilities out of all proportion. 
This can be proved by analysing 
the effect of the new Statutory system 
on a man with two children who 
earns £5 per week for seven months 
of the year free of tax, then earns 
£8 per week for the remaining five 
months of the year. It will be seen 
that under the new system the 
incidence and burden of income tax 
arises chiefly upon overtime earn- 
ings despite the representations made 
to the contrary. 

(6) The concessions employers pre- 
viously sought before launching the 


voluntary scheme, namel 
(à) That the employers should be relieved 
of the liability fer any difference 
between the amount which ought to have 
been collected under the Statutory 
scheme, and the amount which was 
collected under the voluntary scheme, 

within a cellection period. 


' cating 
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tion expenses should. include: а pro- 
portion of rent and rates, insurance, 
lighting and heating, etc. 25 S 
There are two or three methods of 
allocating overheads to costs, e.g, à 
percentage to productive labour and 


га machine hour rate; The system to 


adopt is dependent upon the nature 


of the manufacture; and, in turn, the 


types of stationery best suited to 
overhead. collection depend upon the 
system installed. Suffice to say that 
a good costing system can be a simple 
one, and easily understood and run 
by the minimum of staff, 


ib) That they should be relieved of any 

similar deficiency in the individual eases. 

of men who died or who left the employ 

of the firm during a collection period 

are no longer necessary, as explained 

in the opening paragraphs of this 
memorandum. сз 

Since writing the above, I have 

received a letter from the Accountant 

General, in which he stresses the fact 

that any firm wishing to adopt the 


scheme must first apply for permission 


from the Inland Revenue Authorities. 

It seems that кере the Board 
cannot give a general approval of any 
scheme. other than the statutory опе, 
the necessary permission may be given. 
if specific application is made by any 
Company wishing to adopt the scheme 
as an alternative to the statutory 
system, 





Trend of Trade (concluded) 


programme in this country will get 
some oi the furnishing and fabri- 
industries (furniture, hard- 
ware, textiles, paints, plastics, etc.) to 
work the moment that raw materials 
are available. This war will be fol- 
lowed by an internal boom instead of 
an internal slump. : 

Mr, Clark is more concerned with 
world economy than with purely 
British economy. But he is able-to 
show the negligible effect of the last 
war on the output trend of world. 
economy. He suggests that. within 
two decades the industrial organisa- 
tion of Japan and China.can bring 
about а new industrial revolution in 
all the producing. countries of the 
world. He calculates that output 
will increase in Asia, Africa, Latin 
America, even in the Balkans. The 
United States and Russia will be the 
greatest importers of raw materials 
from these continents, 

It seems to be forgotten, too, that 
our future lies in assisting the back- 
ward continents to develop, in co- 
operating with America on the re- 
habilitation of Europe, and with 
Russia and China in the development 
of the Far East Here are oppor- 
tunities for enterprise and skill. 
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“Since the factory was 
painted with *Snowcem* 
production has undoubt- 


edly increased." 
—says the Works Manager. 





€ Snowcem ’ is the ideal paint for the interiors of factories. It 


adheres firmly to stone, brick, concrete and kindred materials. 
Its rock-like surface can be brushed or scrubbed without suffer- 
ing any damage, it excludes damp, and its light - reflecting 
properties brighten the darkest corners and create an atmosphere ` 





in which there is 
greater vigour of 
mind and body. 


i 


Waterproof Paint 


For full particulars write to :— €— 
Unrestricted Supplies 


THE CEMENT MARKETING COMPANY LIMITED 
THE CLUB HOUSE © COOMBE HILL ^ KINGSTON-ON-THAMES 
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JOB RECORDS THAT PAY THE 
.SMALLER FIRM 


By the General Manager of a Small Engineering Firm 


SHE great value of an accurate, 
А detailed and up-to-date record 
system for jobs in large manufac- 
turing shops has long been recognized 
but few small firms have realized its 
value, The following description of 
a record system which has been in 
use for some two years in a 150 
employee light engineering shop will 
help to remove any fears that a 
detailed record system will require 
extra clerical labour and even then 
prove of no assistance, 








The jobs handled by us are divided. 


roughly into main groups, 
(5) Direct. contracts (all. M.A.P.) 


: [Radio or Electrical’ built to M.A.P. 
_ designs in quantities from тоо off to 


; 20,000. off; each piece of equipment 
'consistmg of from 20 to 200 compon- 
vents, either bought out (complete) 
parts or fabricated in our own shops 
from raw material, These contracts 
‘represent: 80 per cent. of our total 
= output. 

Cos GL). Sub-contract orders, Orders 
< for piece parts in any quantity from 
100 upwards; these orders represent- 


олар approximately 20 per cent, of our 


output, 
Ме decided: it would be advan- 
- tageous. for us to. keep а a record on 


(a) Incoming material, 


(b) Acceptances by the Inspection 
Department of finished parts 
from the Workshop. 

(e) Details of dispatch to sub- 
contractor (i.e. for plating, heat 
treatment, etc.). 


E] 
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(d) Details o£ parts returned from 
-sub-contractor, - 
(e) Dispatch details. to customer, 
ie, dispatch note number, re- 
lease note. number, if апу, 
invoice. note number, quantity 
and total quantity dispatched. 

In the case of jobs on direct con- 
tract, the section "c". is, of course, 
omitted, as it is only the complete 
equipment which is dispatched. | 

We therefore designed two cards 
for this purpose, "A" for direct con- 
tracts and "B" for sub.contracts, 
which are issued with the works order 
card on receipt of the customer's 
order. These (see illustration) are 
placed in a visible index cabinet; 
hence the section along the bottom 
which is always on view. The cards 
are mostly self-explanatory but the 
following points should be noted. 

(i) As the material is always 
supplied to us as “free issue” on sub- 
contract orders, no space is provided 
on the top right hand side for 
material supplier's names and order 
number. 

(it.) The abbreviation “A/N” refers 
to the acceptance note number, te. 
the number of the note on which the 
inspection department certifies and 
“inspects” the incoming goods from 
either outside or from the workshop. 

Git.) The ^ abbreviation — "R/N" 
reiers to the ALD, release note 
number. 

(iv) In the, “material supplied"... 
column, the columns headed “W/E 
"Promise" and "O/D" (overdue) may 
be, used in conjunction with the 
standard visible index colour code as 
a follow up system for incoming 
material. 

(v.) If the invoice number should 
differ from the dispatch note number, 
it may be written in to the right of 
the accumulative total column on the 
extreme right of the card, 


(Concluded on page 46.) 


ON A theo DATE ы. 





^ "These two cards answer all the customer's queries and show the position 


up to the previous 


* 


day's close of work 
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Sheer brute strength and the ability to crash 
its way through failed. to save this creature 
from extinction—it had to make way for 
the smaller but more intelligent members of 
the animal kingdom. The 
to-day in industry—alertness and adapta- 


same is true 
bility are essential to secure maximum pro- 
ductión. The larger the works, the greater 
the need for efficient organisation and co- 
ordination, Interruptions in the supply of 
essential materials in one section result in 






serious repercussions in another, with com 
sequent loss of output from the whole plant. 





Only with a well-planned scientific system: 
of control, which reveals at a glance where 





and how such hold-wps occur, can produc 

tion reach its maximum. 

Such a method is ^KARDENX,' the 
Visible Record Plan. 






ж We regret that heavy priority commits 
limit the installation of Kaerder to ind 
engaged on work of national importance. 





aarre 


The latest booklet. © Production Control," by А. R. Jackson. wilibe 


sent post free on request to=- 


KARDEX VISIBLE CONTROL SYSTEMS 
(Dept. 507) 1, NEW OXFORD STREET, LONDON, W.Ci 


Telephone : CHAncery 8888 20 lines) 
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_ Do British Factories Fall Short? 


1. Material Handling 


YES 
By *Eldridge Haynes __ 

Editor of “ Modern Industry " (U.S.) 

DOUBT very seriously whether 

America could contribute much 
to the methods England uses actually 
to change the shape and character of 
materials; but I am sure that we can 
contribute much to the methods you 
employ in moving goods through the 
plant. It is in this area of production 
where k believe we could help you, 
specifically in three important 
directions :— 

Ist-..Materials Handling 


І am sure that there must he mor? 
than one conveyor in England, but in 
ай the plants I visited 1 found only 
one, and this one handled materials 
less than 10 per cent. through the 
plant. I did not see a single electric 
‚ industrial truck or  tractor--or a 
trailer system of materials handling. 

The rule seems to be: if it can be 
lifted by one, or even two or three 
men, handle it by hand. If this is 
physically impossible instal a heavy 
overhead crane. 


2nd Lighting the Plant 


In two small rooms, devoted to the 
inspection of gauges, I saw modern 
fluorescent lighting. Otherwise there 
was none in the many plants T visited. 
Many of England's plants were con- 
structed for single-shift daylight 
operation, They are well equipped 
with windows and skylights, which 
are now pretty completely blacked 
out. The result is that the illumina- 
tion of plants is far below standards 
known to be essential to efficient pro- 
duction, minimum rejects and acci- 
dents, ... 

Many, if not most, of the machines 
of conversion are equipped with 
lights attached to the machine, so that 
the actual process of conversion is 
usually carried on under fair lighting. 


3Jrd...Equipment 
n America. we are drying materials 
üncluding painted metal parts) under 
“infra-red lamps in a fraction of the 
time requited by orthodox methods. 
'ractically every plant I visited neces- 
sarily had one or more drying opera- 
tions, but none were using infra-red 
lamps. | 
. Welding is 
m the plants 
used-most sparingly, and only acety- 
lene welding, Electric welding of the 
arc, thermit and resistant types is 
being widely used in America to 
speed war production, and could be 
used in England, too. i 
CAD ComUsurtese of " Daily Telegraph" 


gaining in England, but 











I visited it was being^ 


2. Lighting 


+ d 


3. Equipment __ 


NO 


By Cecil Chisholm 


Editor of “ Business” 


R, ELDRIDGE HAYNES states 
a that with the co-operation of 
the Ministries of Information, Supply 
and Aircraft Production he has in- 
spected plants making planes, tanks, 
guns, munitions, bombs, instruments 
and numerous other component parts 
of war equipment, He must have 
been singularly unfortunate in the 
Ministries’ choices, 

We have quite an industry here 
engaged in nothing else but the pro- 
ducing of equipment for the handling 
of material; every electric lamp 
manufacturer іп the country is 
working tc capacity on fluorescent 
light equipment; and electric welding 
is a commonplace ir the larger British 
aircraft and tank factories. 

But let us take Mr. Haynes point 
by point. 

There is not one, there are 
thousands of conveyors in British war 
factories. As a fact, in many of the 
new M.O.S. ordnance factories, guns 
are produced practically from the raw 
materials to the finished stage without 
human transport. 

In the last M.O.S. factory I 
visited, all the main shops were fitted 
with overhead electric trucks, worked 
by women. Even the driver's mate 
who handled the tackle for attaching 
gun parts to the truck was a woman. 


Our Mechanical Handling 


Manufacturers are Working to 
Capacity 

Every maker of runways, con- 
veyors, trucks in this country—and 
there are scores of them—is working 
to capacity. What is happening to 
their output if it does not go into our 
war factories? 

Actually many of our largest air- 
craft factories were designed and are 
controlled and operated by former 
manufacturers of motor vehicles. In 
many cases these manufacturers use 
conveyor belts for assembly. One 
firm even assembles parts for indi- 
vidual orders for spares on a moving 
belt which runs round the spare 
room. Electric and petrol-driven 
trucks are everywhere in all of these 
factories. 

There are two reasons, however, 
why mechanical transport is less 
widely used here than in America. 
We have fewer large factories re- 
quiring a great deal of mechanical 
handling equipment. Further, many 
new factories still wait completion of 
their orders for mechanical equip- 
ment. The leeway is rapidly being 
made up. 


Mr. Haynes says that in only two 
small rooms devoted to the inspection 
ot gauges did he see modern fluores- 
cent lighting. Personally I have seen 
fluorescent in a score of war fac- 
tories, Every one of our largest 
lamp manufacturers is turning out 
fluorescent lamps in quantity, They 
have been doing so over two years. A 
yéar or more ago H.M, Chief In- 
spector of Factories pointed out 
certain dangers from accidents due to 
this form of lighting, As a remedy 
he suggested the use of 50. per cent, 
fluorescent with so per cent, filament 
lamps. This suggestion has been 
widely adopted. Readers of this 
journal are aware that we have con- 
sistently carried advertising of fluor- 
escent lamps for the last two years. 


British Government Lighting 
Requirements are Stricter than 
American 


On the general level pf lighting, it 


is reasonable to point ‘out that the- 


official requirements in this country 
are far more exacting than those in 
the United States. 

Mr. Haynes suggests that infra-red 
lamps are being used for certain 
drying operations all over the U.S. 
but here not at all, Neither state- 
ment is correct. Infra-red lamps for 


drying are still advertised as a novelty: 


in American technical journals, In 
America, as here, certain technical 
difficulties in their use are still being 
overcome. Until these difficulties are 
overcome the use of infra-red for 
drying can never become general in 
the accepted sense of the word, i 


So far as welding is concerned, 


some of the firms most famous in the 
U.S. for their electric welding equip- 
ment are selling this identical equip- 
ment to war factories here, 

It is true that Mr. Haynes would 
find fewer electric trucks and less 
electric welding in filling factories or 
explosive factories than in a normal 
American concern producing cars or 
refrigerators. The reason for this is 
the extreme danger attached to the 
use of power in such factories, 

Apart from this it can be said with 
certainty that the factories of Great 
Britain are second only to those of 
the United States in their wide use 
of mechanical equipment for handling 
materials, of fluorescent lighting, of 
infra-red lamps for drying and of 
electric welding for al possible and 


practical war purposes, 


A 
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Preparing Powers punched card accounting and costing records is simple-—much. simpler end quicker 
preparing records by hand or other machine methods. Punching the cards is the only manual open 
the Powers system and can be performed by junior female staff. The classification. and production i 


required records from the information punched оп the cards is performed entirely mechanically and 





Powers machines may be purchased, hire-purchased or rented on very attractive terms. 


"POWERS-SAMAS ACCOUNTING MACHINES, LT 


ESSENTIAL 
WORK 


PUNCHED ( 


ACCOUNTING 


POWERS PUNCHED CARD ACCOUNTING EQUIPMENT | 


ENABLES THE OFFICE TO KEEP UP TO DATE WITH 

ALL ACCOUNTING AND COSTING WORK DESPITE 

SERIOUS SHRINKAGES OF STAFF DUE TO WAR-TIME 
CONDITIONS 


requires the absolute minimum of skilled labour 


Powers Punched Card Accounting—the most highly developed 


‚ form of mechanised accounting—is unequalled for :— 


COST SUMMARIES; STOCK ACCOUNTS; PRODUCTION 
CONTROL, STORES RECORDS; WORK IN PROGRESS 
RECORDS; PAYROLLS: INCOME TAX RECORDS: 
LABOUR ANALYSIS: BONUS SCHEDULES; EFFICIENCY 
RECORDS; PLANT DISTRIBUTION AND DEPRECIATION 
RECORDS; INVOICES, STATEMENTS; LEDGER AC- 
COUNTS; PURCHASES ANALYSIS; SALES ANALYSIS; 
EXPENSE ANALYSIS 


and a demonstration which will gladly be arranged 













Write for h 





POWERS-SAMAS HOUSE, HOLBORN BARS, LONDON, E.Ci | 








CANTEEN 


Managem 


HE experience we have had 
stresses the fact that the 
efficiency is ultimately determined by 
the attitude of the staff towards the 
work апа the diners, А tactful and 
understanding manageress will make 
a success of any canteen. An unsuit- 
able manageress will quickly ruin it, 
no matter how successful. Therefore, 
whoever is to organise and run the 
canteen must be chosen with the ut- 
most care and discrimination, The 
number of subordinate staff necessary 
will depend on individual require- 
ments, | 

A member of 
has quite recently 
well organised canteen, catering 
daily for 170 to 190 users, The 
staff comprises a supervisor, deputy 
supervisor, cook, vegetable maid, two 
assistants and a porter. Extra help 
is called upon to meet unexpected 
rushes, The hours of cook and 
vegetable maid are from 8 am. to 
4 p.m. daily. 

This example shows what service 
may be maintained with a given staff, 
but it is impossible to lay down hard 
and fast rules, Plans must be made 
to suit the particular circumstances. 

Canteen administration also de- 
pends on the individual case. Usually, 
buying is done by the supervisor or 
manager, who may also be required 
to attend to the book-keeping. Store- 
keeping will certainly be his or her 
province, but fuel may be the concern 
of another department. 


our canteen staff 
visited a very 


Make the Canteen an 
Independent Unit 


Costing methods, ін tote, must 
depend on existing arrangements in 
the concern for which it is designed. 
It is most satisfactory to make the 
canteen an. independent ugit, paying 
ts own rent, fuel, salaries, food, and 
equipment and replacement costs. 
However, when the canteen is housed 
in part of an expensive building, its 


estimated rent тау prohibit this 
.8ystem,. 
It will depend on the General 


Management to determine how the 


canteen. should be subsidised to allow 
of meals being served sity an economic 
price. This is gener, accepted as 
being approximately 1/- per head per 
inain meal, 





Whatever economic procedure is 
adopted, it is essertial to the subse- 
quent smooth running of the enter- 
prise, that the supervisor shall have 
his or her duties and responsibilities 
clearly defined at the outset. He or 
she must also have full and definite 
authority, i£ the best work is to be 
obtained from the staff. 

It the staff is subjected to orders 
or interference from various "outside" 
authorities, there is no hope of an 
efficiency. 


Strict Rules should be 


Imposed on Breakages 


At this juncture, it may be well to 
give a word of warning on the 
question of breakages—the bugbear 
of every catering establishment, It is 
imperative that the supervisor shall 
make hard and fast rules—and see 
they are obeyed. Generous space 
must be allowed for dirty dishes. 
Salvage pails must be adjacent to this 
space. 

Washers-up must be at their 
posts at a stated time and must not 
be “borrowed” for other duties. 
Swing doors and gates through which 
servers have to pass, must be care- 
fully examined and, where possible, 
removed, or re-hung, if opening in 
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For 200 
Employees 


by Miss P. M. GARBUTT, 


Director, The Good 
Housekeeping Institute 


reverse of the trafüc stream, Peak 
hours of serving must be watched, 
and adequate assistance given. to 
servers and washers-up if service is 
exceptionally heavy. ў 


Should a “Deposit” 
Charge be Made ? 


Petty pilfering, usually of cutlery, 
the other scourge of catering, 1s 
rather more difficult to deal with 
here. If the trouble lies with the 
consumers, it may be well to make a 
"deposit" charge for cutlery. This 
should be sufficiently "stiff" to pre- 
rlude the possibility of consumers 
"buying" the articles, Cutlery en- 
graved with a firm's name cannot be 
aisposed of in the open market. 


If the condition is chronic, it may 
be necessary for a time, to ask con- 
sumers to bring their own cutlery, 
explaining why the step has been 
taken. 

The offenders are usually known to 
their fellow-workers, and public 
cpinion may solve the problem. 


Where pilfering is taking place 
among the kitchen staff, it is 
obviously more easily traceable, and 
corrected, 





Cooking with large scale equipment on a solid fuel range 
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We serve those who- | 


| also Stand and serve 


Gf youwant 
"eben 


Ё Tea and Coffee Making 
| Apparatus €9 Canteen 













Boiler Silver Burnishing 
| ` Machine € Dish Washing 
| 4 | Machine e Hot Closet 
‘and Carving Table e 
Potato Peeler e Bread 
licer e Tea Measuring 




















Machine ө “Metropole” 






Toaster and Griller 






-Steam Cooker 





Automatic Glass Rinser 






. TELEPHONE : HOLBORN 5744 (6LINES) » ега ва 
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beans make five is pr oblema- 


tical, but the answer to how _ 


many cups oftea canbehad — 


in ten minutes is a definite voc 


reality when using the ‘STILL’ 
Canteen Boiler. Іп опе һоиг, . 


thisBoiler produces90 gallons 


of absolutely boiling water _ ; 
and, with the Steam Heated C 
Model, 


off of 30 gallons in 10 minutes, 


sufficient for 500 cups of tea. | 
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has an initial draw- 
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Daily and weekly. takings are simply checked by the use of this form in 
canteens where meal tickets are issued. This system speeds up service and, 
more important, ensures that no cash is handled by the serving staff 


Menu Planning to Avoid 
Waste 


The. importance of menu planning 
cannot be over-emphasised, 1f workers 
can be sure of at least one plentiful 
and substantial meal a day, calculated 

„ 10 give maximum nutrition, efficiency 
and. continued high morale аге 
assured. Rationing and points com- 
plicate the situation, and unrationed 
foods must be interspersed intelli- 
gently if the basic ration is to achieve 
its utmost usefulness, Each canteen 
differs from the next, and different 

“types. of work require appropriate 
fceding methods. 

However, there are certain funda- 
mental rules which every caterer 
must observe to ensure the best 

. possible results. 

3 (1) Quantities must he meticnlously cal- 
enlated so that left-overs will be reduced to 
the. minimum and rechauffee food avoided. 


(2) Plenty of protsetive foods, for example, 
potatoes, vegetables, oatmeal and wheatmeal 
bread, are essential for all. 


(3) Tt must also be borne in mind that the 
greater the number of consumers to be 
served the more economical catering 
becomes. A rather smaller amount of food 

oper head ean then be allowed for the pw- 
poses of baleulation. 


- (3) This im turn, allows for “extras,” 
nch- as. fruit, when obtainable, cheese, 
 .BMlads and cakes to be included in the menu. 


ntilation and Cleanliness 
in the Dining Room 


Finally, а Word on. “presentation.” 
The digestive processes can be im- 
paired, with consequent loss of the 
, nutritive value of the food, if either 
. smell.or sight is offended. 
“Тһе: question. of ventilation, ло 
ensure that smells from yesterday's 
meals do not hang. about the dining- 
room, has already been discussed. 
Sight, then, is the sense we must 
onsider now. Meals must be appetis- 


















ingly served, no matter for whom 
they are planned. 

It is not suggested that a busy 
kitchen staff should spend valuable 
time with garnishes and fancy 
arrangements, but there are some 
musts for the proper serving of can- 
teen meals : 


(а) Crockery, glass ‘and cutlery must be 
thoroughiy clean and without streaks 
and smears. They should be warm 
when they are intended to be warm, 
er cold when they should be cold. 

Tables must be covered with some such 
surface as linoleum, glass or composition 


Canteens for War 
Workers 


National Society Formed 


(b) 


F Eus engaged in organising and operating 

canteens, under the Factories (Canteens) 
Order, 1940, in Admiralty-supply, aireraft, 
munitions and other war egnipment factories 
throughout the country have formed the 
National Society of Ca:erers to Industry with 
head offices at 83, Pall Mall, London, S.W.1. 
(Telephone: Whitehall 3955). 

Mr, H. J. R. Stent, Barker's (Contractors) 
Ltd., is President of the Society. Members of 
the Council of the Society are: Messrs. Н. J. 
R. Stent, Chairman; Harold Gardner, John 
Gardner (London) Ltd.; D. C. Jenkins, Cater- 
ing Contractors Ltd.; Alan Hall, K. & A. Hall 
(Caterers) Ltd.; G. А. F. Layton, Factory 
Canteens Ltd.; №. Abrahams, Staff Caterers 
Ltd.; H. S, Taylor, Industrial Catering Ltd.; 
and J. Bindon Moore, Bindon Moore Company. 
Mr. D. W. Slark, John Gardner (London) Läd., 
is treasurer of the society. Mr, Arthur Lawson, 
formerly oi the Board of Trade, has been 
appointed secretary. 

A National Joint Industrial Council to secure 
joint action between employers and employees 
in the industry has been formed. 

Members of the employers' panel are: Messrs. 
Н. J, R. Stent, Chairman; D. C. Jenkins; 
N. Abrahams; Alan Hall and L. W. Slark. 

Messrs. T. Williamsen (Viee-chairman) and 
T. Cochrane (National Union of General арӣ 
Municipal Workers); R. Turner and G. Beards- 
worth (National Unien of Distributive and 
Aled Workers), T. Pugh and L. Н. Pearmaine 
(Transport and General Workers Union) 
Tepresent the trades unions. i 
. Mr. Arthur pic d and Mr. Pearmaine are 
joint secretaries of the Council, 
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io allow of quick and easy cleaning by 
the servers. Ju 
Component parts of a dish, for example, 
meat. vegetables. and potatoes, should be 
identifiable and not just a. jumbled 
mass. This, on ihe assumption, that 
vegetables are inteliigently cooked. ana 
not allowed to become water-sodden. : 
All food réceptacles, both in and out 
of sight of the consumer, must be 
scrupulously clean. 
Servers’ hands, oVeralls, caps 
on must be clean and in good order, 
and hair must be dressed neatly, 
(f) Time must be skilfully used to allow 
thorough clearing and tidying where 
meals have to be served in relays, 


(е) 


(e) 


Speed in Serving 
is Essential 


In most canteens, especially where 
large numbers are dealt with, the time 
factor is of fundamental importance. 
The average canteen diner consumes 
a meal in thirteen minutes. Well 
organised canteens require a further 
six minutes for service and the dis- 
posal of used crockery, It is virtu- 
ally impossible to reduce the time 
below the thirteen minutes figure; 
but an enormous number of canteens 
waste more than six minutes in ser- 
vice, If workers know that the time 
spent in the canteen will only vary 
by a minute or two, they are usually 
prepared to wait for a second or even 
a third service. On the other hand, 
if second and third services fal! below 
standard through poor organisation, 
then discontent and  wastage will 
result, This is one of the reasons 
why, at the outset the consideration 
of the canteen lay-out from all 
points of view is of such importance. 


Lectures on Canteen 


Management 
Where to Apply 


Fo the benefit of those who are rufining 
> industrial canteens, conrses of Lectures 
on Canteen Management and Administration 
have been instituted by the Ministry of 
Labour and National vice in cau junetion 
with the Board of Education and the Scottish 
Education Department. The lectures 
held outside ordinary working hours 
far as possible both time and place will he 
arranged to suit the convenience of those who 
attend, 
hg 


Employers are invited to give. the Ministry 
of Labour and National Service the names of 
staff they would like to send to these leetures, 
ineinding not only managers, manageresses and 
supervisors in direct. charge of canteens, but 
also personnel organisers, welfare. officers and 
others who are responsible in any way for 
catering facilities in the factory, No fee will 
be charged for.the eoürse. Ё 

There will be 12 lectures, covering the 
following .subjeets:— ` 


1; Introduction and general survey; 2, Plan- 
ning, decorating and furnishing canteen 
dining rooms; 3, Planning and equipment ci 
eanteen kitchens; 4, Running the canteens; 
5, Canteen personnel; 6, Food and diet; 7, 
Menu planning; 8, Systems of payment— 
checks and account Canteen finance: 10, 
Buying for the canteen; 11, Stocks and stores; 
12, Food regulations. 

Applications may be made to any Employ- 
ment Exchange, but firms in the Londen . 
region should preferably apply to the Regional 
Controller (8.0.5), Ministry pf Labour and 
National Service, Hanway House, Bed Lien” 
Square, W.C.1 (HOLborn 8454; Ex. 104). 
















and so. 


will be 
apd азо 
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SINK UNITS 


for 


WORKS CANTEENS 


HOSPITALS, INSTITUTIONS, 
Etc. 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS — LASTING BEAUTY 


DURABLE and RUSTLESS 


Being Built on the Unit Principle 
can be supplied up to 8ft. long, | “а 
giving Double Drainers and I models" rea 

Double Sinks. д Overall 38 19. 




















wte e EASICLENE PORCELAIN ENAMEL(1938)Ltd. 


PALACE OF ENGINEERING, WEMBLEY. Telephone: Wembley 3363/4. 





HOT BOILERS 


CLOSETS ч 
INSULATED 
CARVING * URNS 
TABLES 
EN 
е FOOD 
STEAMERS TROLLEYS 


The HODGKISON SELF- FEEDING TEA INFUSING SET 
Capacity to serve 320 persons with FRESHLY INFUSED TEA in 10 minutes 


Sole Manufacturers: HODGKISON & Co. 


ABBEY WORKS, 43/45 MITCHELL STREET, LONDON, Е.С! CLErkenwell 1577 
dBER.- 0—- сте ПЕ, S SSA 
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Tips on Canteen Staff 


Management 


By C. G. Gardiner, 
Managing Director, National 
Catering Service 

OLOMON, and he was very wise, 

said of the housekeeper, * She 
perceiveth that her merchandise is 
good; her candle goeth not out by 
night"  Storekeeping was the pre- 
rogative of women until the coming 
of industrial catering, when mere man 
had to learn the job.* 

The modern storekeeper is a man 
of method, of detail, and of integrity. 
He is responsible for checking, 
weighing, entering, and issuing all 
goods that come to the canteen. 
Should he fail, chaos ensues in 


Baking Cakes in an Ellis Canteen bakehouse serving 2,000 workers. accounting and in feeding the 
hungry. The laws of his lite are 


The ELLIS Canteen Service I. Goods must be checked on 


As soon as goods come in, they 








Industrialists and Business Houses confronted with the problem must be checked and/or weighed 
of catering for large numbers of employees in canteens and in and an entrv made on a goods- 
hostels should sock th з \ [ in duplicate pad. Originals go every 
ostels s ould se e advice of D. Ellis & Co., who have | day to the purchases clerk, copies 
pioneered in this field since 1919. The Ellis service is in a being rept on the pad for store- 
sei 3 room reference. 
position to undertake to provide management, staff and fogd 2. Requisitions must be written, 
for canteens serving any number from 400 to 40,000. Alter- The storekeeper issues stores only 
natively D. Ellis & Co рв б | on the written requisition of the 
y M . are prepared to act in a consultative departments concerned—chiefly the 
and advisory capacity in cases where employers, while oes Рту treating unauthorised 
: А ` С emands in the way they deserve. 
preferring to staff and manage their own catering establish- He holds the key to all besos 


and his "stable-door" hatch for 
issuing makes him dictator of 
entries and exits. Certain hours 


and certain hours only must be 
P oO. t allocated for drawing stores. At 
9 any other times, for instance, when 


(Suppliers to H.M. Government) blitz or breakdown happens, the 
manager's signature must Бе 


INDUSTRIAL CATERERS AND CONSULTANTS | obtained for every single order. 
Р | The imperative case is used 
Water Road, North Circular Road, Wembley, Middlesex | because, like Solomon, we just know 
J : А | that no other system will work if the 
Telephone: Perivale 1164 уы ХМ MN: A Se ati Аш Жл. 
Lex " Canteens at Work," By C. G. Gardiner 
(Oxford University Press). 


— - — — 


CANTEEN TABLE 


RIGID TYPE 
ENAMELLED TOPS 


Illustration shows standard 4'x2' Table (the most 
popular and easily produced size) with oak or hard- 
wood legs and underframe, recessed enamelled top 
with black or green flanges. Top free from sag by 
insertion of frame under flanges with cross sup- 


ments, feel the need of expert guidance and assistance. 











MEETING THE 


VITAL NEEDS ports where necessary. 
Pri i iry, wi i 
OF THE HOUR rices sent on je ere with particulars 


C. W. CAVE & CO. LTD. 


Radiant Works, Barnsbury Park, London, N.I 
Telephone—NORTH 4457-8 
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pall FOR ALL 


“TRADES & PURPOSES 


BOILER 
e 
BIB & BRACE 
OVERALLS 
e 
, COATS, JACKETS, 
' APRONS, etc., for 
^ MEN and WOMEN 









SUITS 


RIGMEL SHRUNK 


Garments are in Khaki, Blue and 
Grey; preshrunk, which guaran- 
tees against shrinkage in the wash 


H WHEELER & & COMPANY LTD., 


407 LONDON ROAD, PLAISTOW, LONDON, Е.13 
duos г PHONE : GRAngewood 4071 (5 lines) 


PATTERNS : 











IMMEDIATE DELIVERY 


| УЛАШ. 

| INDUSTRIAL SEATI NG | 
CB THE «“KEMCLO " STOOL AND LOCKER 

| COMBINED 


Pat. No, 536472 | 


MODEL 2 
as illustrated 


; EXTRA LARGE COM 


WITH PADDED SEA 


30/-, : 
| OTHER MODELS 
| FROM 14/6 and 18/ 


oo € ALL METAL 
| CONSTRUCTION 
| € LOCKER UNDER 
| SEAT : 
| € САМ BE MADE 
| "TO CUSTOMERS 
OWN HEIGHTS 





"X 


| Atso strong steel works | 
: stands with t 
|. shelves, V 


i 
i 


UU 





s K E M CIL О "zuanowane СО. | 
55 _ Netherwood ‘Street, London, N.W. 6. 
МАМА Vale 1331 


















The quick service of 
refreshments is easily effected by 
the use of SPEEDISERV units. 


They аге оғ all steel welded constrac-. 
tion, mounted on rubber-tyred ball- 
bearing swivel castors and attractively | 
finished in hard-wearing cellulose to 
approved shade. 


Tea, coffee or any chosen ‘bev: 
may be prepared in a remote ki 

and the stainless steel lined, insula 
SERVOT urn ensures that flavour a 
temperature are not affected in any 
way. 


Illustrated is the SPEEDISERV "C," 
with a service capacity for 120 persons, 
We shall be pleased to submit full 
details of the entire range upon 
request. 


(БҮЛҮК 
KITCHEN ENGINEERS 
BELL STREET, LONDON, N.W.! 


Telephone: PADdington 4086 





contact wi 
throughout 


PRODUCTION CONTROL 


Write to the Systems Department 


BLOCK & ANDERSON LTD. 


*OLD MILL HOUSE', TRUMPINGTON ROAD, CAMBRIDGE 
Telephone: Trumpington 305 (3 lines) 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool, 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton. 





MORE IMPORTANT 
THAN EVER IN 
WARTIME 
INDUSTRY NEEDS 
TO LOOK SMART 





DULL 


p Fashioned Ti 
QUPERDRAFT DF | 
ALL MATERIALS PRE-SHRUNK BY 
H A M “RIGMEL” PROCESS 
[] L [] Phone: Main 3795 


MAKERS OF GOOD OVERALLS С": 07077346 Oldham 


BUSINESS; for 


storekeeper i$ to hold down his job 
Land to check leakages, loss, and 
; Waste, ў 

Standards for Deciding 

Numbers of Staff 

| NE of the most tricky questions 
| in organising a canteen is how 
; many people must be employed to 
| make the service efficient. Obviously 
; one wants the minimum without sacri- 
; fhicing efficiency. It is not possible to 
clay down exact rules, for every 
| canteen is an individual concern and 
| bound to vary in some way from апу 
i average. This table, however, relates 
“numbers of staff to numbers to be 
catered for and is a good guide, 
i Capacity 100 250 500 1,000 


Manager... see gs MM 1 1 














{ 
П 


ook/ Mana geress el —- — 





tle Preparatic 
Kitehen Porter ... 





|! Routine for “24-hour Service" 
A 24-HOUR service is taken as^ 
basis for allocating staff work, 
jas it is the maximum and widely in 
use. Numbers employed on each job 
| depend on the size of the canteen and 
are a matter of the manager's dis- 
cretion. Clearly stated, details of 
times and jobs allotted should be dis- 
| played on a notice-board. 


; Breakfast 
| Normally over by 8 o'clock. Some 
members of the staff have to start 
their duties at 7 a.m. sharp in order 
to be on time with this meal. These 
people, and three are enough ap a 
rule, can leave at 4 p.m. Select them 
| carefully, as breakfast is usually the 
only meal served for cash. If large 
i numbers are breakfasting a cashier 
| has to be present to handle the money. 











Boiler Suits - Khaki Coats 
. White Coats - Bib and Brace 
Overalls - Ladies’ Fully- 
e-Backs, Coats 
tc. 


SUPERCRAFT (GARMENTS) LTD., WRIGLEY STREET, OLDHAM 
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The Море that denotes goods of 
uil ity lor the 


Catering Industry 


LONDON, w. E 





a | ee ЖГ; i 
NL | that gave you service before the war 
a s 
Се? 
NE that serves essential cantéens to-day 


to consult when the war 18 finished 


Manufacturers of all types of Kitchen and Service Equip: ле! 


ADAPT, 


@ COMMUNAL RIGID 

@ INDUSTRIAL RIGID 

@ SIMPLEX FOLDING 

@ UTILITY FOLDING 
The * ADAPTA " Chairs are made of the. 
best quality seasoned Hardwoods with 
flexible pine seats, finished with a lasting 
wax polish. 
The work of Craftsmen, these chairs are 
designed to afford the maximum of support 
and comfort and a lifetime of service. 
They represent today's keenest value. 


ENQUIRIES SHOULD BE ADORESSED TQ: 
OXFORD WOODCRAFT LIMITED, 


PHONE: OXFORD 77555, GRAMS: TEAMWORK (xr. 



















INDUSTRIAL | 





BUSINESS for 















CTC ; as was 
« pointed out ur June issue, 

has а vital influence оп production 
and morale. The necessity for a 
rigorous blackout is universally ad- 
mtted, but it is not so generally 
realised that it has imposed, and con- 
'finues to impose, a burden upon 
Teally. adequate ventilation which is 
almost insupportable. | 
Early in the war the Factory De- 

partment of the Ministry of Labour | 

and . National Service issued а | 

pamphlet on ventilation; this has Above: Typical Light Trap Roof Ventilator 
mow been revised* and brought up to : : 
date in the light of the experience of 
over a thousand days and nights of 
war. 





















Below: Propellor Type Extraction Fan in Wall - 


Light, Heat and Ventilation 
. vare All Dealt With 


~The booklet emphasises the. need 
"for a continuous change of air and 
for the exhaustion of all fumes and 
.stale-air; particularly at night, The 
‘actual air content of а shop or room 
; ds not so important as the movement 
and, changing of what air there is. 
A large and lofty room full of 
‚уйше air is much worse for those 
мо work in it than a much less ` 
spacious place with an average of six 
changes of air each, hour, 

"Phe pamphlet also deals with heat- 
ing and points out that it.is definitely 


ition in the Blackout 
Н.М, Stationery Office 


Hers; dd, nett. | 


Building and Civil os. 
| Eng ineering Contractors _ 


Office — -  - 10, ST. GEORGE STREET, LONDON, W. 
366 (8 lines) Also at RUISLIP ROAD, SOUTHALL, Middx Grams: "Taywood, Southall” 


And Branches throughout the Country 
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The exclusive features of the Industrial chairs manufactured 
by The Tan-Sad Chair Со. (1931) Led, originators and 
pioneers of scientific industrial seating, are universally 


| War. Women 
recognised by Medical Officers of the world's largest. 
a n а Wel f à re industrial concerns as being the best scientific means of 
exercising control over the fatigue of their seated workers. 


The Tan-Sad Chair gives support where it is needed. it 
maintains the spine in the correct position, and all the 
vital organs in their proper place, so that they are per- 
mitted to function in a normal manner, without strain or 
_ congestion. 
The vast army of seated w 
using the Tan-Sad Ch 
their labours at the € 
.. the busiest shift wi h a : 

ES of energy which mi 
workers, increas 
and a promise for main 

put in the days to follow. 


к, 
к 






_—- 0(193 


CCUPATIONAL $ | AVERY HOUSE, CLERKENWELL GREER ! 


TELEPHONE? CLERKENWELL 3Io2 














a 


SIEMENS -s| RAY 
FLUORESCENT TUB 


Provides light of DAYLIGHT QUALITY with 
an efficiency approximately THREE times 
that of an ordinary gasfilled lamp of 
comparable wattage. | 

It is cool in operation and the surface 


brightness is of a low order. | 
(Consumption 80 Watts; 


ИИ WRITE FOR LIST N° 976 
Advi. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 36/39 Upper Thames Street, 


with 
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. BUSINESS for 












wuwosti. Wo 
SUSPENSION FILING 


PUTS VITAL’ INFORMATION AT YOUR FINGERTIPS 


Shannoblic folders never slip under to rise up because they hang 
on a steel frame. They are easily removed and replaced. Тһе 
hangers. carry the weight, and heavy catalogues or a few papers 
can. be filed with equal ease and neatness. Large, angled, celluloid 
“tabs, adjustable to one of five positions, allow flexibility of. 
indexing and give immediate identification of folders. | 





Type of Light Trap Wall Opening 
with Heater 





Shannoblic. Suspension Filing will fit YOUR filing 
cabinets and desk drawers. Let us send you 
details. 


Or the Shannoblic Desk Top Unit, a rigid all steel 
frame with 20 Shannoblic Suspension Folders is 
ideal for use on war-time emergency desk tables 
Or as an extra desk top filing drawer. Price 
complete 37/7 quarto, 42/7 foolscap, including 
Purchase Tax. Post free in Great Britain only. 


dangerous to cut out all or the 
majority of ventilating or air circu- 
lating devices on the approach of 
winter, as a means of increasing 
room temperature, 
| Fuel must be saved but it is use- 
less to economise on one section of 
the war effort without thought of 
what the results will be in. other 
directions, КЕЕ 
We illustrate a number ‘of the. 
| devices recommended by the Depart- 


, ment as adequate both for ventilation 
| annon ‘апа security purposes. 

|. Much has been done since the out- 

break of war to remedy the defects, 


IMPERIAL HOUSE (DEPT. A.5), 15-19 KINGSWAY, LONDON, W.C.2 pressive soos e oF 


And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow(Agent) | the summer months, 
EAN DE EER TET SR GS INTR NI EN E алы ттн тнт т НЕН 





























| DOES NOT TREE 
Endorsed Daily by Discriminating Operators. 
“The back of the carbon paper is 


coated with a speciai preparation which gives it a 
GLOSSY WAXED SURFACE. This DOUBLES THE STRENGTH of the postca paper. P Фф / 
Details from ! — f 


: T STANDARD OFFICE SUPPLIES Г° 57 farringdon Road, London. E.C}. Phone:- CHAncery 5561 (4 Lines) 
* : ———————————— NM] hM аннан ннан е 
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N AHEAD 


rene Рб 





If you now "рау piece-work rates 
or if you contemplate doing so 
you should investigate the latest (~~ ~~ = 








ae d Ы 

developments in the use of the ' gy | 

INTERNATIONAL TICKETOGRAPH C 

for controlli iece- 1 RESTE Y 

rcon lling piece ratepayments | 0287' 

with accuracy and satisfaction toall i, 56 i 

concerned and at the same time | 3° н 

| reducing theclerical work involved | 12 ; 
When after the war supplies allow you to choose at + я n 
` your jewellers, electricians or store а Smith ''Sectric" 1 "E! 
Лоск for your home, you will do more than install the Send for booklet T 83413. í A N 
moat pr and E td all time keepere. pokes . i SER ар 
will exhibit that readiness accept an ro rom " 
modern progress which B imperative if Britain is to INTERNATIO NAL TIME р 4 
10 er ground. К 
RECORDING CO. LTD, | Н 

И 1 

i n 


i 112, Strand, London, W.C.2. 1 
Telephone : TEMple Bar 5841. 


plug in to Greenwich time 
Issued by SMITH'S ENGLISH CLOCKS LTD., 





INTERNATIONAL 
TICKETOGRAPH 








MERELY A TEMPORARY ECLIPSE 


Due to present regulations, what is 
recognised everywhere as the best copying One of the bread and 
Pech erer known musi not only be rəs- butter lines in any busi- 
tricted in its range, but must assume iz 

wartime habiliments. ness these duplicate books. 


So--for the duration—^ Pedigree " Pencils Wilkes make them in fives 

must wear “utility” clothing, although and tens for the smaller 

a S ae made "oto pee possible man, and in hundreds and 

standards by their sponsors—the Cumber- в 

land Pencil Company. thousands for the big 

Henceforth, whenever you require a super- users, specially printed to 

pencil—wvhether copying or special-quality your individual need, 

graphite for ome or Drawing purposes- : 

ook for the word ' Cumberland " as your en x 3 as ; 
guarantee of its origin from the birthplace Duplicate, triplicate, quad. WII RES : 
of pencils. ruplicate; sewn, stapled, Ast . 





ED AT THE BIRTHPLACE OF PENCILS 4 re IM гиена 
ENG О үт i ere i icat: г жары d d 
ШЕННЕ еее MOXLEY RD. WORKS, 


эне а Eng 56 BILSTON · STAFFS. 


че» to:— 
BRITISH PENS LTD., Bearwood Road, Birmingham. 


PRO 


CUMBER 











for 


CANTEENS 


FACTORIES. 
OFFICES, ETC. 
ETC. 


We will gladly send an 

expert to discuss your 

canteen, factory, or office 

flooring problem . . . any- 

where... апу time. No 

obligation. Please write 
to :— 


The Great Metropolitan Flooring CL” 
73 Kinnerton St. SWI. Sloane 0047( 








Special Service to 
Manufacturers 


LEONARD HALL & CO. 


Industrial Consultants 


О HANOVER SQUARE, LONDON, W.L 
Phone: MAYÍair 3227 


Specialists in :— 

Production. Economy 
Factory Layout and Development 
| Efficiency Systems 

“Costing Systems 
Marketing and Distribution 
Business Organisation . 
Design of Special Purpose 
"Machinery > 
and Industrial Equipment 


STAFF OF EXPERT PRODUCTION 
ORGANISERS and DESIGNERS 
AT YOUR SERVICE 








| the restoration of peace, this new 











‘Factory 


BUSINESS for 


Equipmen 


and — Supplies 


sft. FLUORESCENT 80 WATT TUBULAR 
REFLECTOR 


SIDERABLE impetus and opportunity 
re been given by war conditions to 
certain developments, in lighting equipment 
and  teehnique for 
Demands for output, 


industrial application. 

necessitating increased 
night-shift working, and the need for partial 
blackout in many factories, have increased 
and emphasised the necessity for adequate 
lighting, conforming with the standards of the 
Illuminating Engineering Society. 

The development and introduction of the 80 
watt 5ft, tubular fluorescent lamp were most 
opportune, and although its importance wil) 
not perhaps be generally appreciated until 
type of 
lamp has already found extensive and success- 
ful application in many war factories, 

The new lamp gives light of daylight quality 
without direct or reflected glare, with com- 
paratively little shadow effect, with very low 
heat loss and at very high efficiency. 

The elongated shape and the eomparatively 






PAINT TRANSFERS SOLVE FACTORY 
PROBLEMS  - 


A PRODUCT still used extensively for 
advertising on shop windows, is to-day 
solving problems for engineering and machine 
tool manufacturers, This is a patented form 
of transfer using paint instead of ink, 

The manufacturers of these transfers have 
fonnd that they are receiving enquiries from 
engineering firms for this product. 

Other orders and enquiries have come in from 
machine tool makers, metal drum makers, 
manufacturers of non-ferrous castings and 
equipment manufacturers, Paint transfers are 
being used in lien of metal or other labels on 
all kinds of material. 

They are produced in various forms, With 
one, type designs and lettering can be applied 
without background; with another, the details 
are printed on a solid panel of paint which 
slides on to the article after immersion in 
water. Either style can also be. supplied 
printed in reverse for application by means 
oi gold size or varnish, ` 

There is no limit to the size which ean 
be used. Thus, transfers are being supplied of 
numbered discs smaller than a pea and others 
are produced in 20i. by 30in, units to make 
up bus and poster advertisements of any 
desired size. 

A valuable use for these transfers is the 
eovering of obsolete designs without the hother 
of removing them. 





@ Readers are invited to make use of this 
valuable information. The name and address 
of the manufacturer of any product described 
may be had on application to the Editor, | 
BUSINESS. Whitefriars House, Tallis Street, | 
London, Е.С. 


{ 
@ Manufacturers and distributors are invited | 
to send complete information about their NEW | 
products for inclusion in this feature. i 


Е. А 
DISCHARGE LAMPS IN 
TROUGHING 


small power consumption of the lamp have 
made possible an entirely new lighting 
technique. The lamp gives much less shadow 
effect than a “point” source, and trouble- 
some glare from polished metal or other bright 
surfaces is also eliminated. Experience has 
shown that an arrangement ef parallel lines 
ef tubular lamps is completely effective, 
An interesting and important contribution to 
the possibilities of such arrangements has 
recently beén made by a new system of con- 
tinuous reflector troughing which has been 
introduced and made the subject of a patent 
application. It consists of a method of coupling 
and supporting reflector troughing units of 
standard length, and incorporating the starting 
gear in pairs of units so as to reduce the 
necessary number of feed points, The chokes 
for the lines'of lamps are grouped together at 


CONTINUOUS 





convenient paints. "Two seta of starting gear 
are mounted together between the lamps they 
control, 


OXYGEN BANISHES FATIGUE 

E VERYONE knows nowadays that human 

energy burns up atmospheric oxygen, 
leaving the air poorer and ultimately danger- 
ous. Many too, know that pure oxygen is 
used by Pilots to overcome the rarified (oxygen- 
light) air of the higher altitudes, Many. 
industrialists are having the value df added 
oxygen in their workshops and office. By the 
infusion of a stream of oxygen, or better still 
Ozone (Oz) as used in the foreed ventilation 
ef the underground, stale air is revived, 
purified and. deodorised. 

Small ozone-producing units, powered by 
economio electric motors, are obtainable for 
complete factory installations for the 
smallest office. ' They are not exp ve and 
even the larger models do not use unnecessary 
current. "They are fitted with graduated ¢on- 
trols so that the S strength” of the oxygen 
mixture can be adapted to varying conditions. 








hardest 





Owing to heavy de- 

mand for essential 

war industry, sup- 
plies are limited. 
VENUS PENCIL Со, Ltd., LONDON, E.5. 


ж 
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UN Musie and Tonie Talks 


ү 
BN Let music reduce the monotony of repetition work and help to increase Output. 
S ENS Let topical and tonic talks on the importance of their work keep up the enthusiasm of i : 
=o), your workpeople. Give them evidence that roof spotters’ warnings will reach them f ROACHIAG 
4 instantly and that time spent in shelters will be no more than is essential, Contact your RO C EED то 
S CES ui pment executives immediately wherever they may be engaged. All this you can do with a single P Ы 
availabe NOW Dietograph Sound installation. 
: for firms sub- * : ў г : 
eer DBICTUGRAPH SOUND INSTALLATIONS 
| insaged on ,. 
: oyernm ent Dictograph Telephones Limited, Also at Birmingham, Bristol, Glasgow, 
Abbey. House, Westminster, S, W.1 Leeds, Manchester, Newcastle, Cardiff 
Po 5572/ Si Works : Croydon. and Huddersfield. 


mA со SS Ene paf bl ichs be. 


















A ORAGE Б 
We Can Solve И 


LOOKERS 
WORK- —— 
BENOHER 


TOOL VUE 
CUPBOARDS | 











| CALCULATORS LTD.| 


Governing Director: A, E. LOW 


Have a limited 
number of 
. Re-built Accounting | 
Machines of | 
Well-known Makes | 
for disposal | 








astration dà 4 


_ 526 OSNABURGH STREET, 
_ LONDON, N.W. 1 

Phone : j -6 ME 

ii ia EM | STONEHOUSE STEEL equipments 

С 835 WEST BROMWICH..., 525. non 








pamm шы 2A 


This Electrically Operated machine is 
specially designed for the rapid opening 
of ali types and sizes of тай without 
damage to the contents, and with the 
“minimum of effort on the part of the 
operator, 


Hf there is ‘also a Hand Operated 
J Machine with Automatic Feed, 





TETE ER 





Send for particulars. 


INTERNATIONAL .COIN COUNTING MACHINE COMPANY LTD. 
COLLEGE ROAD @ CHESHUNT € HERTS. | Telephone : WALTHAM CROSS 3241/2 
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EDIPHONE 
Aids War effort 


One of the most important manufac- 
turing firms of the country engaged 
95 per cent. on work of National 
importance says : 


“We have installed Ediphones 
at this office as time and 
labour savers, and “ате now 
dependent on them to such an 
extent that without them our 
flow of correspondence and 
Executives time would be 
most adversely affected.” 





The Ediphone is now more than 
ever required to speed the out- 
put of urgent war production, 
and since supplies are now 
limited we shall be glad to know 
of any equipment that is not 
being used to its fullest extent. 


EDIPHONE system or 





THOMAS A. EDISON LIMITED 
Victoria House, Southampton Row, 
London, W.C.1 Tei.: HOLborn 9988 


Branches and Dealers in all principal cities 








Equipment. 
available 
NOW for firms: 
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JOB RECORDS (concluded) 


It will, of course, be realised 


i 
i 
| 
| 


The n 66 
that | 


these cards need not necessarily go: 
;into a visible index cabinet and сап. 


easily be accommodated in a loose: 


leaf folder. Both the direct contract 
and sub-contract 
led in works order number, 


i 
| 


‘under the direction of the progress 
| clerk. The necessary information is 
received in the office each morning as 


| release notes, dispatch notes, etc., are 
| by the various sections. concerned. 
|The inside of the folder is ruled in 
sections of three columns, 
| “Date,” “Numbers,” and 


| the numerical sequence of the forms 
jin the folder to see that none are 
| missing and also that they follow on 


| соггесПу from the previous day. 


| from Stores. 
| 3. Dispatch 
(Goods outward section). 

4. Mechanical inspection acceptance 
Inspection Dept. 


(Goods inwards section). 


note 





ness Time Saver No. 1. 


No Managing Director worthy of his position has time to waste 
waiting for executives to find their way to his office, or delay 
production by leaving their work to speak to him, or each other. 
Dictograph Internal Telephones give immediate desk to desk 
contact between all key men with priority to principals having 
“loud speaker” Master Stations. 


DICTOGHAPH INTERNAL TELEPHONES 


(Dictograph Telephones Limited) 
ABBEY HOUSE, WESTMINSTER, S.W.i (Abbey 5572/3/4), Works, Croydoa. 


5. inspection acceptance note......... 


DACH from Inspection Dept, 


1. 


| 

| 

| 

| 

| from Inspection Dept. 
(8. 

| 

| 





The record system detailed above 
requires about one hour per day on 
ithe part of the works office clerk 
апа is up to date to the previous day's 
iclose of work. It enables all queries 


record cards are. 


The visible index cabinet is kept | 
in the works office and the cards are! 
(filled in every morning by the clerk: 


follows: the previous day's forms, 
ъе. purchase orders, acceptance notes, | 


| sent in to the works office in a folder | 


‘gives 
headed | 
“Tnitials.” 

| The works office clerk then checks | 


Entries are then made in the three | 
columns, ensuring that no forms are! 


| 

| 

| omitted, There are eight different 
| forms as follows : 

li Purchase orders... from Purchase 
i Dept. 

| 2. Goods inward acceptance mote... i 


Bote... from Stores | 


6. Reject note......... -..from Inspection Dept. | 


from Accounts Dept. 


[Of material supplied against a job, | 


| deliveries, quantities 
i quantities not invoiced, 
checked immediately, 
‘of inestimable value 


outstanding, 
etc, to be 


to 


l tomers’ queries, 


It has praved | 
| progress | 
;routne and the answering of cus- . 


* 
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Presto" 





maximum efficiency to 


MACHINE POSTING 


and can be used with all book-keeping 


machines 
THE "PRESTO" MEME 
is 


MACHINE POSTING TRAY 
designed to speed up machine posting 
and save valuable time. 

NOTE THESE FIVE POINTS: 

1. Extensible arms confine cards but drop 
below base when not in use, exposing 
cards to full view, ` 

. Sliding wings ean be extended to cover 
cards and protect sheets Placed in 
offset position either right or left, 

3. Side arms dropped well out of the way 
allow posting medium to be inserted 
between cards, Nothing is hidden, 
both cards and posting medium being 

fully exposed. 

4. Roughened aluminium base preserves 
posting V.cards laying back at con- 
venient angle and remaining open at 
seleeted place, 

- Movable tilt-plate securely — clamps 
cards together when not in use. 


i 


E 






2 i 
Pp y 

LOOSE-LEAF BOOKS, THONG LEDGERS, 

PRECISION RECORDS. MECHANICAL 


BOOK-KEEPING EQUIPMENT, 
RECORD SYSTEMS. 
See this unique method demonstrated at our Show- 
rooms or send for full particulars to Dept. B, iQ 
Percy Jones (Twinlock) Ltd., 
Chansitor House, Chancery Lane, W.C.2, © 
Telephone: CHAncery 8971 (4 lines), Showrooms 
. Glasgow and Manchester, : 


VISIBLE 















| NY 
Executive’s Master Station 


Branches at: BIRMINGHAM, BRISTOL, 

DUBLIN, GLASGOW, LEEDS, MANCHESTER, 

NEWCASTLE, BELFAST, CARDIFF ani 
HUDDERSFIELD 
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Civil Distinctions 
(Concluded from page 18.) 


the most merit, as to recoguse bv 
awards, medals or distinction, good 
workers, large numbers of awards | 
would have to be made and by mak- | 
ing large numbers of awards the very | 
objective that these workers should | 
be singled out for distinction would : 
be negatived, E 

The bonus system can work in well: 
ИА any type of production, and the: 
“minimum figure at which bonuses: 
could operate could be settled on the: 
average of work done by the workers. 
By this method those below the 
average. would have the incentive to. 
.xaise their production at least to the | 
“average of the general figure neces- 
ary to attain the lower point of 
onus, and there would be no handi- 
сар to those workers who сап 
achieve a higher than average pro- 
duction, 

My experience in operating 
machines, both with men and women, 
15 ах without the bonus system pro- 

duction is say 25 per cent, lower than 
with the bonus system--provided that 
the bonus system operates in such а 
way that the higher the production 

"and output, the more bonus is paid. 

Jl therefore work on a sliding scale 

“based on the average production, and | 
in the case of wire stranding which | 






“needs a certain amount of skill and) 





ni jer thousand yards above the, 
average figure with a higher rate as) 
{һе output increases. This ensures 
that a great effort is made to obtain 


“=the very maximum production which 


the average. Bad work is deducted. 

I recently compared our produc- 
tion figures on this basis with 
another firm's who were bperating | 
the same plant without bonus, and it | 


i 
f 
earns considerably higher bonus than | 
| 
{ 
| 


| was found that. our production was | 


in all cases. 30 per cent, higher than | 
theirs. О. | 

There is no. question that (ће | 
workers respond to appreciation from | 
those in control, and the publication | 
of bonus figures in the factory has| 
gbod effect besides giving | 
pecuniary benefits, 


Civilian Honours would 
^ Counteract Unfair 
Criticisms 
A DIRECTOR of a factory in the 
Midlands with ‘а payroll of 
2,500, which has made a most success- 
ful conversion from one hundred per 


cent, civil work to ninety per cent. 
munition 


л work, has written as 
follows : 
"I very strongly support the 


suggestion that medals or distinc- 
tions should be given to workers of 
all’ classes in war industry, who 


|р 
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DUPLICATOR CO. LTD., ASTOR HOUSE, ALDWYCH, W.C 2 


‘Phone: Hoth, 5365. 





them | — 


have achieved distinction in inven- 
tiveness, organisation or actual pro- 
ductive work. 

“This will counteract in the best 
possible way the indiscriminate 
and ill-informed criticism to which 
industry has been subjected. De- 
mocracy gives every opportunity 
for criticism, which is at once a 
great strength and a great weak- 
ness, 

“Certain elements have a vested 
interest in criticism and are only 
too ready to minimise the good and 
and emphasize the bad. 

“A wonderful amount of good 
work has been done and recogni- 
tion of this by medals or other dis- 
tinctions would give great satis- 


UPLICATIN 
PERFECTION 





PERSONNEL 


No process or appliance has yer been 


perfect Duplicating than Ellams ra: 
Duplicating appliances. 











ment, with the result that to-day not 
more efficient is obtainable. 
group of Duplicating Machines 
varying prices from the small 
Flat Bed Model to the Automatic Ele. 
Seif-feeding Rotary. 


ELLAMS CARBON PAPERS, TYPEWRITER 
RIBBONS, DUPLICATING INKS AND 
STENCIL PAPER 


Ellams Carbon Papers achieved popu- 


were the first Carbon Papers in the 
World 
smudgeless in operation. 
To-day l 
granted and the outstanding attribute 
which causes so many users to insist on 
Ellams Carbons is Economy == NO 
cheapness in first. cost but Lon 
you сап use them time and “eins 
They will still be giving goo 
vice when two or even thr 
of Carbons of lesser quu 
(although not greatly fess i 
price) have had their day 


Write for full information 


















faction to those who dese 
couragement and also fe 
attention on the happier 
picture, 

“Tt would also brin 
that there are several [ 
the National effort, becau 
ments, designers, jore 
roll employees are all cc 
They should figure in the 
and care should be taken 0 
are represented, 

“I consider it importa 
these honours should be 
‘honorary. I think that 
would be spoiled by 
men and women w 
of the public are being ad 
remunerated.” 





x 


devised or invented to produce more | 
geo 


For nearly 50 years the resources of | 
money and scientific personnel of the | 
entire Company. have been devoted to] 
the development of Duplicating equip: 


larity some forty years ago because they | 
to be clean to handie and | 


these things are taken for y 
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OFFICE. 


month оп the 
droused some interest. 
extremely hard cases have been put 
“tO us, 


In one case where 420 members 


call-up 


the office staff were chiefly engaged | 


on. work of a complicated type, | 


requiring a long time to attain profi- 
Of these al 


ciency, only 50° remain. 
number are due to be called up for) 
various types of war seryice quite 





Your 
Wastepaper 


| Is urgently wanted for 
| essential war purposes! 


ALL Classes of PAPER 
are required such as: 


€ BACK NUMBERS 

| @ OLD CORRESPONDENCE 
`® OFFICE RECORDS 

€ CARDBOARD 

€ WRAPPING PAPER, etc. 


We can collect 
in any district 


JOHN HILL & CO. (неке) LTD. 


paper 
ARLINGTON WORKS, ARLINGTON RD., 
ST, MARGARET'S, E. TWICKENHAM, 


MIDDX. 
POPesgrove 5577 and 5157 





Tel.: 
also at: 
ROSE'S WHARF and 
WEST FERRY RD., DEVIZES RD., 
MILLWALL, E14 SWINDON, „Wilts. 
Tel: EASi 3421-2-3, Tel.: :8WIndons802, 














| AR. DEFENCE EQUIPMENT 
Dn SERVICE 


THE recognised experts and suppliers to 
Local Authorities and Government 
f Priority Contraetors throughout the 
Country; can supply your every require- 
инеп 

Amongst our Specialities are Ю.Т. and 
Leatherette Waterproof Coats from 25/- 
and Overalls from 15/11 in- several types 
to meet all A.R.P. requirements. 

ALL ANTI-GAS. REQUISITES 
SUPPLIED 


с Please send Enquiries to Head Office: 
4 Lisle Street, London, W.0.2. 
Telephone: GERRARD © 2343-9. 


EN 





| 





| 


i 





| 
| | 








АТ THE DIRECTOR’S DESK 
| More Problems of the Office Call-Up 


UR comments on this page last 
has 
One or two| 


shortly... With the best conditions in 
the world for training older women; 


over a period of months, the office | 


manager finds that these women сап | 
only do about so per cent. of the 
work of the original staff. 

Yet many of the original girls who 
have been called up on other work! 
are only doing 50 per cent. of the 


the firm. Is there any remedy, asks! 
one of the executives concerned. 
е 


RANKLY, we know of none. 

Otherwise we might  have| 

avoided the loss of 85 per cent, of | 
our own office staff, 


In fact there is no redress. There 
is no clause in any Act to which the 
attention. of the local Ministry of 
Labour officials can be called. All 
that any firm can.do is to apply for 
the reservation of a certain number 
of essential people. When tlie situa- 
tion referred to above is reached, the 
management can put the whole posi- 
tion squarely up to the local officials 
as a specific case, asking whether they 
can do anything to ease the situation. 
This we have advised our friends to 


do in each case. 
Л 
Ov difficulty in this matter is 
that too many executives are 
not themselves aware of the essential 
nature of much office work. 

Take the instance of contract 
orders, with specifications, going from 
the office to the factory. The slightest 
error, even in the re-typing of the 
order, may render the product useless 
because of wrong dimensions, wrong 
colour or wrong material. 

In fact, every business is a unity, 
In other words, the clerical workers’ 
bit is just as important as the! 
machinists’ or the managers.  Yet| 
many executives fail to stress the im- 
portance of their skilled office staff 
when they come to the business of 
reserving workers, | 

It is to be remembered that the 
entire onus of having individuals 
reserved is now put on the business 
concerned, Too often the job of 
filling in the forms is left to junior 
executives without an adequate know- 
ledge of the actual importance ofi 
much clerical work to the production! 
of the finished product. This сап 
only be remedied by such applications! 
for reservation being either dealt| 
with or revised by a senior official of 
the company, 


| 
e | 
TH surprising thing is that. the! 
average Ministry of Labour 

| 

E 





official should be so ignorant as to сЕ 
importance of clerical personnel, This 
ignorance extends to the top of the 
Ministry. So none of the temporary 


i 
work they did while they were with | 
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à inistry, however 
skilled, are reserved. . We saw ап їп- 
stance recently in which. «a girl who 
-had four years’ experience of: a highly 
i technical jobin a local Ministry in the 
South had to be switched off to a 
Midlands. factory at a few days’ 
| notice, te do an entirely new job, 
herself being replaced by a complete 
tyro. " 
The education of the higher Min- 
| istry of Labour officials on this 
subject has yet to be -begun in many 








cases. But the same is true in some 
of the largest concerns in the 
| country. The office manager is the 


man to put the logical case for his 
| own personnel in a reasoned statement 
| when occasion arises. 





| No Ман Can Know Too Much | 
OF His Рори |. 


The Ultra Lens ian 
put of six actual 
36 


tori uer \ 
which brings out points of 0 
strength or weakness, Whether you 
are engaged ia manufacturing, buying 
or selling, it is an ally of real valne. || 
No instrument you can buy, will more [| 
quickly justify and pay for itself. H 


For the close scrutiny of every con- 
ctivable object, metals, tools, fabrics, 
fibres, minerals, precious stones, paint, 
print, manuscmpts, biological and 
botanical specimens, cutting edges, 
fractured surfaces, raw materials, and 
mnomerable other purposes, the 
ULTRA LENS is invaluable, and pre- 
sents in many instances hitherto un- 
suspected ‘data, which can be used to 
advantage 


The priceis £3-17-6 complete 
jn gase with spare bulb, 
battery and transparent 
measuring. scale, 


ign erri aeu і 
RICHARD ВОСК 


BRITISH МАРЕ 37 Finsbury Court, Finsbury Pavement, E 
Fully descriptive London, E.C3 " 


| leaflet om request 


Actual size ai" 





Phone Cierkinweit 1898. 








CLASSIFIED è 
ADVERTISEMENTS _ 








OFFICE EQUIPMENT FOR SALE 





j WinescussHÉ 
“A Large Selection of Ex-Government. and 
Other Steel and Wood Office Furniture, Tn- 
eluding Filing Cabinets, Desks, Card Index 
Cabinets, ete. Algo Plan Cabinets, New апа 
Secondhand, at Lowest Prices.Write for 
Catalogue, The Miscellaneous Trading Co., 
Ltd.,134-6 eue Holborn, W;C.l. Holborn 4894." 





-SACKS 
tems TEETER OEE ў 
Sacks and Bags for all purposes. John Braydon, 
Ltd. 32 Aylmer Parade, N.2. Telephone: 
MOUntview 1137/8. London's Largest Holders, 


TIME RECORDERS 


= a 


Staf Time Checking and Job Costing Time 
Recorders (all makes) for quick cash saie, 
exceptional condition —Write, "Betarcol'"" Box 
"ve Whitefriars House, Tallis 
Bret, E.C.4 ^ 







We are in the midst of a war in which every | 
second counts. Can you spare the time to do 
any single job in any way except the quickest and best? 
Every minute you lose lessens our war effort, 

The quickest and best means of handling your business 
correspondence and anything else you can dictate is the 
К dictating machine. It cuts out loss of time, enables you 
КЕ н to fill in spare minutes to the best advantage, doubles your 
capacity to get things done by enabling you to get more 
work from your staff. TO uus 












The Dictapine 


Write or "phone to-day fol 
free copy of ~ Office 


Methods and Practice." | ! T enr Es ne en Po » 
THE DICTAPHONE CO.,LTD. (ен). 
Thomas Dixon, Managing Director, л. 
Kingsway House, Kingsway, London, W.C.2. 
Telephone: HOLborn 4161 (five lines). - 











v AND AT MANCHESTER, BIRMINGHAM, GLASGOW, LIVERPOOL .LEEDS, BRISTOL. NEWCASTLE-ON-TYNE, DUBLIN AND. BELFAST. 
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LAMPS 


METROPOLITAN - VICKERS ELECTRICAL COMPANY, LTD. 
NUMBER ONE KINGSWAY ~-  - - LONDON. W.C.2. | 


COSMOS & 














S U NLIG HT. . throughout the Year! 


It is highly important for 'a// the year 
round’ efficiency that the health of 
your staff be kept at the highest pos- 
sible level. Forthis a regular course 
of Artificial Sunlight is invaluable, 


These vitalising rays build and tone 
up the whole system so that resis- 
tance to infection is increased and 
good health and stamina is main- 
tained, ` 
The PERIHEL WELFARE UNIT 42 
(here illustrated) combines 4 Perihel 
ULTRA VIOLET Generators of the 
mercury vapour type, and two INFRA 
RED, black body elements of about 
600 watts loading each. 


it is the IDEAL Sunray Unit for 

group treatment and is easily 

adaptable for either standing, 

sitting, or lying down positions 

and also for iocalised treatment. 
We also supply models for 
individual private use, Full 
particulars and Шиѕітаіей 
Booklets of Perihel Sunray 
Appliances will be gladly 

sent on request. 


PERIHEL LIMITED (Dept. B) YIEWSLEY, MIDDLESEX. тта 


—  ——————————————ÁÁÁá I € ——— 
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Bring your paint product problems to us, it is our job to 
find a solution. Our long and varied manufacturing 
experience has brought us into contact with all types of 
problems, including those brought upon by war and the 
Ласк of raw materials. This experience is at your service 
Сапа we invite you to consult us. 








There is a wide range of Paints, Varnishes and Lacquers 
dvailable for all types of Government Work. 1f you are 
axe engaged on Munitions and Armaments work, let us.send 
| you. a copy of our War Supplies Catalogue, which 
t contains useful information and data for buyers and 
_ users of Paints, Enamels, Lacquers, etc, to specification. 








Please mention this journal when writing. - 


Clark-G 


ROB: INGHAM CLARK & CO. and R. GAY & CO. 
Witley Court, Witley, Surrey 
Telephone: Wormley 280-284 


ondon Office: 6, ARLINGTON STREET, ST. JAMES'S, 501 ( Telephone: Regent 0881) 
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if—due to Wartime restrictions—our *“ Utility "' 
Brand of copying Pencil must take the place of our 
“ Pedigree,’ and our “War drawing" type supplant 
* Kings Own," nothing can efface two fine phrases— 
* British Made’ and ‘ The Cumberland · Pencil Co. 
Ltd." Look for them on the pencils you buy as your 
sure guarantee that the * Cumberland " is THE 
BEST POSSIBLE pencil obtainable in present con- 
ditions. And when normal times permit more ' 
variations in colour and degrees for hardness--the 
Cumberland Pencil Company will be, as always, first 
in the field. 





The care of the Eyes 
I in Industry 


These hints are approved by Medical Authorities. BRITISH PENS LTD., Bearwood Road, Birmingham. 


BIRTH 





М АТ THE 
CUMBERLAND PENCIL Со 








Eye hazards are generally recognised as 


Storage Ra cks, Bins 


the most serious of all non-fatal industrial | é Boxes fo y Factories 
risks. 70% of eye injuries are occupational 8S ER 
" t 1 | B | 2 


in origin. In the workers’ interests therefore— . 





1. See that guards and screens to machines, | 
especially abrasive wheels, are properly attached. | 


2. See that-goggles are worn on the job. 


3. Don't allow anybody to swap or lend goggles | 
keep them clean and sterilised. i 


| 4. If dirt or metal enters the eye, the trouble is | 


aggravated by rubbing, or getting a mate to The capacity of a warehouse or stores can often be doubled 
A : А 


by the installation of a suitable FISHOLOW All-Steel 


геп í ign b s be | show: lighter 

> remove the foreign body. Always bathe the eye | Storage System. Оп the left is shown one of the Hgh 
eS T i О go : y : » | types of Shelving, and on the right a section. of пе 
. with an approved medicated lotion. FLOWRACK, FISHOLOW Factory Equipment. includes 
eds | | many other types all of which ae pica on pape 
UE. TÉ ig i | construction principle; also Trucks, Trolleys ап ne 
5. If you have the slightest doubt regarding the | porters, Тһе extensive range and the FISHOLOW 

vision consult.a qualified practitioner immediately. | facilities enable most requirements to be promptly met. 
i , , | FISHER & LUDLOW Ltd, G. Dept, Branch Works, 

* е * * е | Поа Street, Smethwick, 


You have only one pair of eyes—safeguard them | zZ ү | 
and conserve your. vision. | STORAGE SYSTEMS 
х issued by the makers of Optrex (Brand) Буе Lotion. | | ы f 


р 










SEPTEMBER, 1942 _ § 






you use calculators in your office?" 
T asked my board room uncle. “No, we 


don’t.” His jaw dropped slightly and а 










myself,” he admitted, “But we pay 
an a very high salary for running that 
of our business," I wanted to suggest 





— that he'd better pay me that very high 
alary, for which I would be pleased to advance and not retard 


“machines would one day be considered as essential a part of 
office equipment as typewriters, instead of which I just said 
rather weakly, “Oh, I see!” 
a really thought I was doing my uncle a good tum. For I 
vas going to tell him about Sumlock — a product of the Bell 
i Comp: y,and the first British-built calculating machine, 
which is now being used by the Admiralty, the War Office 
. and the Air Ministry, I thought — but apparently not.... 




















BELL PUNCH are-- 


В turers 
ж Calculators (Sumlock) Designers and manufactu 


nised control 
Pressure Controllers Yariable) of veta modi | | 5 
{instantly systems. 


Adding Machines (Plus) 


BELL PUNCH Taximeters (Belpunch) Ж : 
COMPANIES Ticket Issuing Machines Engineering and electrical cone 


utomaticket) trical e 
т tractors to the Admiralty, War 


kets (Belpunch) sa 2 
«ЕА о. (Belpunch) Office, Air Ministry & Ministry 
Mechanical pee on е) of Supply. 






Bell Punch "Company - Limited, 39, St. James's Street, London, S.W.1. Parent Company: Control Systeme, Ltd 
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-. The exclusive features of the Industrial chairs manufactu red 
by The Tan-Sad Chair Co. (1931) Ltd., originators and 
pioneers of scientific industrial seating, are universally 


I War. Women 2 
2: recognised by Medical Officers of the world's largest. 
g industrial concerns as being the best scientific means of 
a n e a re exercising control over the fatigue of their seated workers. 


The Tan-Sad Chair gives support where it is needed. It 
maintains the spine in the correct position, and all the 
vital organs in their proper place, so that they are per- 
mitted to function in a normal manner, without strain or 


congestion. 


The vast army of seated workers 
using the Tan-Sad Chair finish 
their labours at the close of 
the busiest shift with a reserve 
of energy which means healthier 
workers, increased production 

and a promise for maintained out- 
put іп the days to follow. 


‘AN-SAI 


Баа THE TAN-SAD CHAIR CO (1931) LTD 
К OCCUPA MI OT ga 87 \EKYRY AVERY HOUSE, CLERKENWELL GREEN.ECI 


TELEPHONE CLERKENWELL 3192 


usie and Morale 


In the workshop as surely as on the high seas, in the air or on the 

field of battle, mechanism depends for its effect upon the quality 

and morale of the men who operate it, Keep up the spirits and 

enthusiasm of your workpeople by the healthy stimulant of 

appropriate music. Encourage them to believe in the efficiency of 
your administration by the instant location of key men when а 
. heeded, by instructive talks, and by raid warnings given in good 6000 
Ите to allow orderly progress со shelters. Dictograph Sound 
Installations provide facilities for all these aids to more consistent, 
more satisfying production. 














к 


Installation and full maintenance on rental terms. Equipment 


available now for firms substantially engaged on Government work, bw 


p en 


ОИТИШАРИ SOUND INSTALLATIONS 





DICTOGRAPH TELEPHONES LIMITED Also at BIRMINGHAM, BRISTOL, GLASGOW 
Abbey House, Westminster, London, S.W.I LEEDS, MANCHESTER, NEWCASTLE 
{Abbey 5572/3/4) Works: CROYDON CARDIFF and HUDDERSFIELD 
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If You Know How 


To-day the question is :— How to get more work done with а ^ 
smaller staff and the same number of Accounting Machines ? It 
^ sounds like the same unsolvable problem as the quart and the, 
int pot. Yet it is surprising how, much additional work from > 
.. existing Machines has already been obtained by collaboration ОРАР 
7 with ртом, technical advisers. : * 
Although service is. опа strictly priority basis, arrangements | 
вап still be made for our representative to consult with you on . 
methods to increase the output of your present ] NATIONAL 
Accounting Machines. 
This is part of the service NATIONAL is privileged to 
perform in this vital hour. 



















gj 
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| The National Cash Register Company Ltd. 
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z Are your voor people 
-dressed for smartness, 

comfort and maximum . 
output ? 

HERE are stillmanagements today 
that pay little or no regard, to the 

kind of overalls their employees wear. 

And yet all the evidence gathered 
from factories and distributing con- 
cerns proves that the ourput of work 
as well as the health and happiness of 
the workers is affected by the clothes 
they wear for the job. 

Particularly with women workers, | 
the wearing of smart, well- fitting | 
overalls makes them do better work 
and more of it. Women need to look 
their best to give of their best. "That's 
why more and more employers of 
overalled labour. are getting special 
protective clothing designed for their 
staff because of the all-round good 
effect it has on output and morale. 


Reduce Accident Risk 


One thing is common to the best 
overalls of every type these days. That ` 
_is, they are proof against shrinkage — 
and usually *'Rigmel''-Shrunk. 
Advantages are that the garment wears 
longer, always keeps its fit and. smart- 
ness, doesn't restrict the wearer. 
Incidentally, **Rigmel"-Shrunk 
overalls reduce the risk of accident. 


Spraying bombs is dirty work, but that's. no reason why a girl , It is the garment bought oversize to 
should wear any pld thing for it. In this factory the girls wear allow for shrinkage and the tight, 
well-fitting dungarees and do better work because of it. The right shrunken overall that are often the 
clothes for the job play a big part in increasing output. cause of industrial accidents. ‹ 


Why not explore the possibilities of . 
eq pping your staff with the: wd 


ALL THESE OVERALL MANUFACTURERS denos furti et. 
RECOMMEND “RIGMEL”-SHRUNK CLOTH : 
and specialize in “contract” orders 


‘Wheeler & Co. Ltd., The Jayess Clothing Co. T. Jiggins & Son Lid., 
107 London Road, Fourth Avenue, Па. Leader Works, 
Plaistow, Team Valley Estate, Axe Street, 

London, Е.13. Gateshead-upon-Tyne. + Barking, Essex. 

* * * 

Fleming, Birkby & John Peck & Co. Ltd., James Smith & Co. 
“Goodall Ltd. Edge Lane. (Derby) L1d., 

West Grove Mill, Halifax. Liverpool, 13. Drewry Lane Wks.; Derby 




























‘Rigmel- 


REGD. 
























* * * 
F. Fryer & Cos. Long Brothers, TheS.W.& W.E. Standard 
Orkney Street Works, Hyde Park Works, Manufacturing Co. Ltd., rune 
* Battersea, St. Johns Road, 42, 43, 44 Bute Street, 
London, S.W.11. Sheffield, 2. Cardiff. LAUNDRY-TESTED 


ADVERTISEMENT OF THE BRADFORD DYERS' ASSOCIATION LIMITED 
MANCHESTER + BRADFORD « LONDON 


AGAINST SHRINKAGE 
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MANAGEMENT @ PRODUCTION ә PERSONNEL 


TREND OF BUSINESS 
Will the Price Ceiling Crack ? 


EW. shopping figures simply 
“maintain the current trends. 
Indeed, the usual seasonal post- 
Whitsun fall of 5 to 10 per cent is 
barely visible, This level of sales 
has been artificially created by the 
issue of the new clothing coupons. 
п Scotland the index actually rose 
у 9 per cent between Мау and June 
while in the North-east it fell by 
“9 per cent. 
The general rise in sales of 2.6 
per cent over a year ago also main- 
tains the current trend. It is consid- 
erably higher than the rise of .65 
er cent a year ago. For this, in- 
eased employment and higher wages 
are more responsible than price rises. 
For what it is worth, the rise of 
'only.1 point in the cost ‘of living 
‘index for July supports this view. 
"The fall in the value of the shops’ 
tal stocks by 1.4 per cent is addi- 
onal evidence against an inflationary 
ndency. It remains. to be seen how 
‘the new wage rises in the coal in- 
ustry апа in certain branches of 
ngineering will affect the situation. 


LE TE significant feature of the 

i June returns is the continued 
increase in purchasing power іп 
the Central and West End of London. 
Sales here are up by no less than 
97 per cent over a year ago. The 
London suburbs also show a rise of 
б.з per cent, 
Cus. Scotland alone- can. compete with 

"his increase, with a. rise in shop 
‘sales of 5.2 per cent, Over the rest 
of the country the rise was around 
2 to 3 per cent. In the South of 
England, however, there was a fall 
of 2 per cent. 

In other words more people than 
‘ever are rushing back to London, 
o Presumably the next series of 
blitzes will reverse the movement, 
presenting to the Ministry of Food 
and the shopkeeper more problems in 
mating supply with demand. 


OW do we fight inflation under 

these circumstances? ~ One 

easy answer lies in thé fall in middle- 
class incomes. - The new -statistics 
derived from income tax returns, 

. evidence pressure on the middle class. 

























asks Cecil Chisholm 


To-day 79i per cent of the gross | 


personal incomes of the country go; 
to the under £500 a year class. But 
after deduction of income tax, 86%. 


per cent of the country's purchasing 
power remains in the hands of the 
under £500 a year people. Since the 


war most of the middle classes with | 
incomes from £500 to £2,000 have | 
had their share in the national pur- 
chasing power reduced by 20 per cent, : 


the wealthy by 50 per cent. 


HERE is one curious anomaly. 
While gross incomes have in- 
creased in all the other classes, they 
have fallen in the £500—£1,000 class. 
The fall is from an average of £700 
gross to £664 gross per year. This 


indicates both large increases in the | 


numbers of workers earnin 
#10 a week and a considerable fall 


from | 


in the number of middle-class people | 
whom the war has brought into the’. 


under £500 a year group. 
Whether we like it or not, this 


wide distribution of income is a safe- | 
the | 


guard against inflation. , For 
money spent on beer, films and the 
dogs is largely recouped by special 
taxes on these pleasures. 


LU ШҮ the wages situation 
remains chaotic. «There is no 
general ceiling; the problem of the 
skilled worker remains 
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Employee Training 


unsolved; | 


very many women munition workers | 


are underpaid; the linking of wage 
rises with output is slow, tentative. 


The rise in miners’ wages alone, 


though justified, will put up the cost: 
of living by another point. (Fortu- 
nately, it may now be tied to output 
and shifts worked), During the first 
six months of 1942, wage advances 
netted up to £1,000,000 a week in the 
full-time wages of nearly 4,000,000 
workpeople. 


D spite of this, thanks to price 
control and rationing, the cost of 
living has been steady at 30 per cent 
above the pre-war level for 14 
months (at 199-200), If the railway- 
men, engineers and others are given 
their advances, however, the price 
level must rise. 
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By A. M. COOPER 


Sil pages. B x Sh YP nat. 


In this book you wili find o 
tested methods of employee 
that are vastly more effective 
ducing desired resulis than 
training procedures, Emphasis: 
rehearsed-conference. meth 
book furnishes complete c 
lines, lesson plans, standard | 
material, and detailed dire 
the installation and operation c 
type of employee training, арр 
to any kind of business. 
sideration is given to inst 
grammes for supervisors and 
tives, in safety training, i 
relations training. АП ix 
tibule, apprenticeship, amd и 
training are treated, 


McGraw-Hill Publishing Co. Ltd. 
NMAldwych House, London, W.C.7 qum 
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| Speed пр the typing of 
And another Egry Routine Forms requiring 
Machine to speed up Carbon copies by using the 


produetion SPEED-FEED ATTACHMENT 


and Continuous Stationery 
THE AUTOGRAPHIC J 


REGISTER With the Egry Speed-Feed all waste effort 

| is eliminated, as Carbon Sheets are inserted 
because it solves any Multiple into and withdrawn, from each set of forms 
Record problem, because it keeps automatically, thus enabling the operators 
one copy of each written fet of to spend more time actually typing, and less 


time getting ready to type. 
forms locked in the machine as а g £ У yp 


. check against each transaction. The Speed-Feed Attachment can be snapped - 
ES 3 , on or off any standard typewriter. at a 
moment's notice. 


: Typical Uses 
Stock Control, Stores Requisitions, 
- Works. Orders, Purchase Orders, 
_ Goods Inwards Notes, Cash and 
. Credit Sales, ete., ete. 





 EGRY LIMITED - WARPLE WAY - ACTON - LONDON, W3 
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Cope-Chat are experts in the devising of simplified methods covering 
every phase of manufacture from contemplating the purchase of Raw 


Materials to the scheduled delivery of the finished product. 


‘Their methods provide INSIGHT to every person—from charge-hand to 
General Manager—who is interested in the full 
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always 
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potential, thus enabling each to ACT according to plan. 
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PRODUCTION co 


Lack of timely and accurate knowledge is responsible for the bulk of produce: 
tion problems, 


Unless there is complete co-ordination between 
which. must “link ” 


3 
INDUSTRIAL CONSULTANTS | 

4 

4 


realisation of production 


methods are extremely simple, whether the 
case calls for single returns or manifold punched card 
They are plain and readily understood 
at every point by worker and Director alike, 


COPELAND CHATTERSON CO. LTD 


EXCHANGE HOUSE - OLD CHANGE > 


caused Бу oversight, which can quickly be cor- 
, rected by a simplified system in which time and mate 
“under Control." 
collation and distribution of management data that OVER 
is impossible and responsibilities can be fixed. 
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Until then * ê о Oranges and lemons, bananas and melons.... 


Pleasures we must do without . . . . the things the shops cannot sell us, the new Ford 


car that will one day take us shopping. But we have our faith and our courage .... 
great things, these . . . . that will sustain us until the fruits of victory are ours. Until 


then, Ford marches on with the unique Ford Service Facilities, making 
easier the road to victory for vehicles on work of national importance. €» 


FORD MOTOR COMPANY LIMITED, DAGENHAM, ESSEX. LONDON SHOWROOMS: 5886, REGENT STREET, W.l 
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N the present survey we are able 
> F to compare. the situation in 
July, 1041,. with that in July, 

is year, 
Ín order to make the comparison 
as accurate as possible, the same 
lists were used, The only change 
made was to reduce the number of 
firms on civil work from around 
‘go to.8 per cent. These were firms 
"known to be expert in dealing with 
“personnel. The mere fact that 
they were handicapped by having no 
priority. for securing workers, lower 
















‘factories, few. reserved jobs and no 
war work, makes their per- 

problem the more acute. 
Other 92 per cent are com- 
the chief aircraft factories, 
ru electrical accessories, 
small. parts ^ factories, 
es and a few. of the Royal 
a “Factories. Аз usual, 
“@osmetics, fancy goods, spirits, 
tobacco and cigarettes and purely 
civilian textile firms were excluded. 
The number of factories covered 
is around 150, employing a personnel 
of over 250,000. The policy of dis- 
as enabled. us to get fuller 
| from factories employing 500 
eople, since many of the 
ament groups. are now 

ito such. units, 






ANAGEMENT 


‘wage rates than most of the war 
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BUSINESS 


@ Second strongest factor 
in causing absenteeism 
isreluctance of N.S.O. 
to enforce penalties 


@ Laxity in granting medi- 


MANAGEMENT 


@ PRODUCTION $9 PERSONNEL 
ts Revealed by Second Survey on 


BSENTEEIS! 





per cent, 
cal certifs is widely cited U 


@ One in every 5 execu- 
tives gives personal 
interview with absentee 
as best remedy 


ve 


opinion as to what causes. 
absence from work, a much 


co 
gt 
of 


By Cecil Chisholm 


This reduction in the size of unit 
has (outside the R.O.F. establish-- 
ments) tended to make the problems 
presented to management rather 
more uniform, 

A number of executives question 
whether it is possible to obtain a 
useful national average of absentee- 
ism from work. But the subject 
presents no insuperable: difficulties. 

y there is every € 
that the level of absenteeism is still 
The national 


6.8 per cent for aircraft factories, 5 


per cent for other factories, This year 
the average figure has fallen to 5.6 per 


PERSISTENT 


su 



















High rate of wages А 
Desire to avoid income tax ... 

Visit of husband or friend: ... 
Tiring journey to work — .. 
Sunday work ... v TT 
Lack of interest in wor . 
Difficulties: of shopping A 

‘Lack of legal check on absen: 
Uncomfortable lodgings и 
 $6-hour week. or over 2 wae 
-Reluctance of N.S.O. to enforce 
Dislike of night shift . 

Any other reason — _. 


This 


possible in dealing with 
number of returns. 


closely 
















classification іе adn 
ry broad, but it is the 


There is much less uniformity 


ncensus as to the теше 
atifving to know that the 
opinion on remedies follow 
the results of pn 
rveys I have conducted. 
in- significant new 


among the complex of causes sme 
clearly uncovered hy th vi 





(a) Persistent overtime 1» shi 
one of the chief causes of absentee 
ism, but Sunday work has been. 
generally abolished that its 
now small... ; 

(b) Almost as important а. 
the reluctance. of № 
Service Officers to enforce 
ties for persistent absence 
excuse. 1 deal with this ext 

thorny subject below. ` 





ABSENTEEISM 1941.3 





1941 1942 e 1941 
21.25 13.85 Cutting out Sunday work 234 
15.00 5,77 Reducing hours DM 22.09 
142 12.69 Persistent absentees interviewed 1345 
9.6 11.15 Absentees deprived of all overtime 13.33 
8.33 17 Supplying vitamins, medicines, etc. ..„ 1042 
8.00 3.85 Keeping record of absentees ... 4.12 
х “ Supplying more buses or coaches 3.33 
6.25 5.77 tees refused Sunday work 2,5 vn 
458 5.77 Change from bonus to piece rate ... 300 e 
4.58 10.77 Change from piece rate to bonus... 125 i 
3.75 — Arranging hostels and other accom- | 
— 77 modation isi - p zi 83 Eu 
— 1.15 Putting in a canteen ... e" "n 42 ENS 
- Providing complete insurance scheme —— 2 i 
— 13.46 Time off for shopping ... E и m 5,25 
— 3.46 . Posters in the works ... _ — A 
4.46 11.54 Any other method — .. . Ls 917 
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(© Many of the kindest and most 


humane employers: are reluctantly 


compelled to reveal that high wages 


cause an enormous amount. of 

avoidable. absenteeism, ^ On this 
¿subject some of the ablest execu- 

tives in the country have had their 
minds completely changed during 
the last twelve months, 

(d) Linked with thé high rate of 
wages is the desire to avoid paying 
more income tax. Тһе fear of 
having to. рау more income tax 
“next. summer on a possibly lower 
income is widespread, The device 

of Mr, Ferrie, by which his com- 
pany pays the workers’ tax in 
advance, thus. stabilising the 
workers’ payments over the vear, 
"has apparently not yet been widely 
adopted; ' 
> (ey The difficulties of shopping 
саге stressed by 50 per cent more 
;executives, On the other hand, a 

vv very large number say that when 
“specific enquiries gre made this 
complaint is scarcely mentioned, 
"Omne difficulty is that so тапу 
ScChambers.of Trade have refused 

Чо бо-орега{е by having their shops 
pen at convenient hours. With 
the reduction in Saturday afternoon 

work, however, this trouble has 
been much reduced, 

(f) There is a very widely ex- 
“pressed view that the failure of any 
Government Department to institute 
‘a broad, imaginative and compelling 

propaganda campaign. is a root 
“cause of avoidable absenteeism. 
Not one, but a dozen, well-known 
,€xecutives express this view, and 







































|| SEVEN-DAY WEEK 


| PERSISTENT OVERTIME E | ата OTHER 
TERING JOURNEY TO TORK Е: 
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^ i ‘passed their view on 
to the Ministries concerned, с 
с (о). А further cause generally 
cited is slackness on the part of 
doctors in granting medical certi- 
ficates, 
that there seems to be a complete 
lack of conscience among medical 
men on this matter. One of many 
new reasons for excusing а 


youngster for work is "cephalal- 


gia," Look up the medical dic- 
tionary and you wil find that 
this translates into "headache." 
Late nights at the dancing hall 
sometimes prove to be the cause, 

(h) Several well-known em- 
ployers definitely regard “poor 
health” or “ general debility due to 
war stress” as a chief cause of 
absenteeism. Curiously enough, 
malnutrition is not mentioned on a 
single return this vear, although it 
was so commonly referred to last 
year. 

(i) Avoidable absenteeism remains 
a regions] matter. The level is 
almost generally higher in Birming- 


ham, Bristol, Glasgow, | Sheffield 
and the South of London than 
elsewhere. E 


Persistent Overtime still the 
Greatest Cause 


The new questionnaire against listed 
twelve causes of absenteeism, As 
usual, executives were asked to give 
the three chief causes in their 
opinion in order of importance. First 


FIRST, SECOND AND THIRD “CHOICE” FOR CAUSES AND REMEDIES, 1942 
" » * 
EE | GUTTING OUT SUNDAY WORK 


POSTERS-IN THE WORKS 


mounts to a: cri de cho 
- points, second 


Many executives complain ^ 





REDUCING HOURS 
SUPPLYING MORE BUSES OR COACHES 


SUPPLYINC VITAMINS AND MEDICINES 


SUPPLYING SUNRAY TREATMENT 


тюше» MB 


a B USINESS for 


choices were credited with three 
‘choices with two and 





"third choices with one. The follow- 
ing are the results: : е 
; £2 

Seven-day week БТ. 
Sunday work .. — .. 511 
Persistent overtime 13.85 
Tiring journey to work ... zs .. 0 $85 
Uncomfortable lodgings ... iu ses л 
B6Aour week... a s s ss 145 
“High rate of wages .. — 12.69 
Desire to avoid income tax ... 11.15 
Lack of interest in work ... 5.17 


Reluctance of National Service Officer 


to enforce penalties 13.46 
Difficulties of shopping ... 19.77 
Dislike of night-shift work 3.46 
Any other reason ... aes 11.54 

102.00 

The same paradox eníerges from 


our present survey, as from our last, 
on the subject of overtime. Although , 
both last year and this the majority of 
executives agree that persistent. over- 
time is the greatest cause of avoidable 
absenteeism, the fact remains that. 
the number of hours worked does not 
correlate with the amount of avoid- 
able or any other absenteeism. 
The lowest return comes from a firm 
working 60 hours a week and up- 
wards, the second best from опе 
working 80 hours a week, the third 
best from a firm working 563 hours a 
week. In every case the firm was a 
relatively small one, old-established 
and with a close relationship between 
workers and executives, 

It is, therefore, justifiable to 
conclude that overtime is the enemy 
of both attendance and output. Under 
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LACK OF INTEREST IN WORK : 


RELUCTANCE OF NATIONAL SERVICE 


Remedias 


ARRANGING HOSTELS OR OTHER 
ACC OMMODATI OR 





j "TIME OFF FOR SHOPPING 
es, 


= m | 
DIFFICULTIES OF SHOPPING i | | ABSEWTEES CUT OFF FROM ALL шиш 
OVERTIME 
геи MI | ememmm ку ү | 
a Coo m. 
PE iis 


CUTTING OUT SUNDAY WORK 
PUTTING IN A CANTEN 
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PERCENTAGE FIGURES FOR CAUSES AND REMEDIES FOR 1942 


the stress of war conditions it has 
been inevitable The only sound 
policy is to keep 1t as low as possible. 
'There can be no question that the 
strengthening of the clause in the 
Essential Works Order instructing 
the National Service Officer to put 
the worst offenders into Court is a 
dead letter in many areas. The 
number of very large concerns who 
placed this first among the causes of 
avoidable absence was startling, 


Give us Specific Cases, 
Ministry of Labour 


It is' no secret that senior officials 
of the Ministry of Labour are seri- 
ously concerned over this situation 
They are being told continuously by 
the largest aircraft manufacturers 
that the Essential Works Order is a 
dead letter from the discipline point 
of view, 

On the other hand, the Ministry 
officials believe that the remedy 1s in 
the hands of the employer. Any 
National Service Officer who refuses 
to put a serious offender into Court 
is hable not merely to reprimand but 
to dismissal. “ All that we want,” 
Ministry of Labour officials state, “15 
a number of specific instances that we 
can take up with the Officer 
responsible.” 

Theoretically, this 1s а reasonable 
attitude. In practice, however, every 
Personnel Manager has to rely on 
his local National Service Officer to 
assist him in securing workers. And 
the shortage of workers of almost 
every type becomes daily more acute. 


says 


The employer, therefore, cannot 
afford to upset the local official by 
reporting him to his superiors at the 
Ministry of Labour So nothing is 
done There is one way out, however. 
Several firms allow a girl to remain 
absent for eight weeks, then ask the 
sanction of the National Service 
Officer to dismiss her, which is 
usually given. This frees'one firm 
of a slacker: but it simply passes the 
baby on to some other unfortunate 
executive, It does not solve the 
problem, У 

About the justice of the employers’ 
complaint there can be little doubt, 
for it 1s agam largely regional. 
There are a number of areas in 
which employers have so complaints 
of this nature In these cases, 
they say, the National Service 
Officers are prepared to put girls 
who will not work straight into the 
АТ S, to discipline difficult young 
men, to put serious offenders 
into Court, The small number of 
National Service Officers who live up 
to their powers 1s amply evidenced 
by the small number of prosecutions 
which appear, in relabon to the 
number of women and men who 
either entirely dodge their factory 
work or work only two or three days 
a week, 


Will Mr. Bevin meet the 
Employers ? 
J А г 
My suggestion is that Mr. Bevin 
meet representative employers in the 


aircraft, tank and certain other war 
mdustries, hears their complaints and 


issues more definite instructions to 
his own officials 

Employers’ views of the deterren: 
effects of high wages on the worker 
have undergone a drastic revolution 
Coupled with the fear of income tax 
it is certainly keeping тапу worker: 
out of the shops for a day or two 
in every week Here the only pos- 
sible solution is an improvement ir 
general morale The Governmen: 
can do something with an inspired 
propaganda campaign on the urgency 
of the situation and on the world 
after the war, but the individual em 
ployer can do a lot by his own cam- 
paign in the factory. 

The desire to avoid paying 1ncomc 
tax is not confined to the workers 
It is something that every employer 
should be able to sympathise with 
Unfortunately, ingenuity, either in ex- 
plaining the facts to the worker or 
in assisting towards a solution, har 
been too rare However, our recent 
questionnaire showed that an increas- 
ing number of employers are explain- 
ing the reason for the payments to 
their workers, and assisting ind- 
viduals in making up their returns 

We have dealt with the difficulty 
of shopping very thoroughly ir 
recent issues On this I cannot do 
better than to refer the reader to 
our survey on “ Making a Success о? 
the Woman War Worker” (Business 
for May, 1942) and to Mass Obser- 
vation's report on the subject in thc 
same issue 

Complaints as to the slackness oi 
doctors when granting certificates 
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was a chief cause. Surely this is a 
matter that some of the more power- 
ful Employers’ Associations could 
usefully take up with the British 
Medical Association, A firm state- 
ment from the British Medical Asso- 
ciation on the duty of a doctor to 
the employer and to the nation in 
every individual case, with some 
suggestions as to what is and what 
is not a sufficient cause for absence 
from work in war-time would 
probably work wonders. 

The agreement among so many 
directors and executives from the 
war industries on the best remedies 
is impressive. One in three has 
found a personal interview with the 
persistent absentee most successful. 
No other method approaches it for 
results, 

Here are the results: p 
Cutting out Sunday work a 13.33 
Putting In a canteen 5.78 
Arranging hostels or other вооот 


asd E 


dation . ж son 0.00 
Reducing hours m ET m .2 8.25 
Supplying more buses or coaches .. 1.67 
Supplying vitamins and medicines ... AZ 


Supplying sunray treatment .. жй» 83 
Keeping records of absentece 


Having persistent absentoes interviewed 32.5 ' 
. 6.25 


Time off for shopping . x. ve 


Absentees out off from ail overtime — 5.42 
Posters in the worke .. aed 383 
Any other method .. 8,17 

100.00 


The interviewing of persistent 
absentees is a practical method which 


A complete history of absenteeism and lost hours, shop by 


shop, day by day and the 
From 


reason, is compiled by one firm. 
record individual shop reports (left) are 


prepared 
ch 


and posted in prominent positlons in the shops concerned ea 
week. Firm reports excellent results 


Business has consistently advocated 
for two years. This swing in opinion 
is pleasart to record, 

ne executive in five has found the 
mere keeping of records of absentees 
extremelv helpful In one instance 
the employee himself has to write 
out a statement with the reason for 
his absence and sign it, Says the 
director concerned; “This method 
has been most effective ” 

The favourite remedy of last year 
— Cutting out Sunday work "—now 
falis natirally to third place. Action 
has already been taken in a number 
of cases. The reduction of hours is 
merely a minor remedy’ My own 
view is that a good deal more could 
be done by reducing hours, Several 
executives report a higher output in 
a shorter working week on even the 
most urgent war work, 

It will ke remembered that the 
opering of a canteen secured almost 
no points last year. This year several 
executives regard it as their most 
successful action in keeping up 
attendance. 

The giving of time off for shopping 
is also widely agreed, as a successful 
method of reducing  absenteeism 
among women. Several executives 
actually put sunray treatment as a 
remedy for absenteeism. One execu- 
tive says that over three years they 


have found the absence from illness . 


of those having sunray treatment has 





fallen to 3.2 per cent compared with 
an average of 10.9 per cent among 
those not having it. 

As methods of fighting absenteeism 
have become more realistic and 

ractical, they have also tended to 
ecome more positive. There are 
fewer penalties and more rewards, 

Some of these are original, One 
firm gives double holiday pay to 
every worker who has a good year’s 
record of attendance, This is said 
to have worked like a charm, Every- 
body is extremely reluctant to lose 
this holiday bonus. , 

Even more dramatic 15 the method 
of a second concern which pays a 
bonus of £7 at the end of each 13 
weeks to every worker who has not 
been absent without a medical certi- 
ficate durmg the quarter. This 
sounds rather lavish, but 10s a week 
is not too much to pay for a low 
percentage of absence (5 per cent) 
enjoyed by this firm in a civil in- 
dustry where labour is scarce, 

A third firm posts a report on 
absenteeism in every shop in the 
works each week (above); a fourth | 
has found the suspension of absentees 
for three days its best method. 

Only in one or two instances has 
a Joint Production Committee been 
cited as a means of improving attend- 
ance and morale. Those who have 
experience with these committees are 
generally enthusiastic in their support. 
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MANAGEMENT 


Management in War Time 


The Typists" * Pool ” 


Organisation and Management 


Overpaid Unskilled Workers ә Repayment of. E.P.T. Problems 


HORTAGE of staff 15 driving 
many executives to form a 
typists’ pool. A pool ought to 

save any amount of typists’ time, 
ought to cut the time wasted by 
typists in running around for ineffi- 
cient young executives, ought to give 
better control of the typing force 

In practice, however, a typists' pool 
is only suitable for certain types of 
business. Some of the best-run busi- 
nesses in the country have completely 
failed to make a pool work at all. 
One of these was a very famous 
London newspaper; a second a civil 
engineering establishment There 
must have been hundreds of other 
failures : 

The best rule is never to attempt 
to form a typists’ pool except where 
a considerable quantity of one type 
of work 15 continuously going 
through. Where the work varies 
greatly as between different depart- 
ments, a pool may be a curse rather 
than a blessing. £ 


N the other hand, the pool 
system 18 ideally suited to the 
average factory office, to тапу sales 
offices, to any business where there 
are a number of departments concen- 
trating on relatively simple corre- 
spondence and routine reports. Even 
here the pool must-be set up, organ- 
ised and run with extreme care. 

To begin with, the mere institution 
of a pool irritates all the typists allo- 
cated to it, all the executives asked 
to use it. This ıs one of the reasons 
why the head of any large typists’ 
pool must be much more than a chief 
typist In fact, it seldom happens 
that the chief typist 1s the ideal man- 
ageress of a pool For this woman 
cxecutive must be something of a 
saleswoman, a bit of an administrator 
and must have poise 

Better go outside the typing organ- 
isation, or even outside the business, 
to find the nght woman, rather than 
risk a bad appointment. Many of the 


worst failures of pools reported to us® pool 


have been caused by the failure to 
appoint a woman with sufficient back- 
ground, brains, resource and selling 
ability, ^ 


HE ideal.manageress of a pool 

. must be able to regard.it as 
her own little business. The execu- 
tives who use the pool are her cus- 
tomers Her first job is never to 
refuse an execütive the ing help 
he wants if ıt can be avoided When 


she must, everything will depend on 
the tact and 5811 with which she 
handles the situation, 

If she 15 to secure reasonable 
service for everybody, she must have 
adequate records: With a large pool 
her most important record is some 


, form of wall chart showing the name 


А 


of each typist іп the pool and what 
she 1s doing. One colour can be used 
for typing time and a second colour 
super-imposed for dictating time ог 
coloured tacks can be used; or the 
initials D for dictation and Т for 
typing may be pencilled over the 
hours used, 

Whenever a girl comes back from 
dictation she should report how long 
the work will take her to type, and 
the ‘appropriate time can be marked 
up. Very often a manageress will 
require a very young girl to keep 
this chart, à 

There is no other method of allow- 
ing the manageress to know what 
any one of 50 girls ıs doing, Yet i£ 
she does not know this in every case, 
she 1s unable to avoid alternative 
jams and spells of idleness. 


SECOND record which the 

manageress must keep should 
be based on a daily report supplied 
by each typist showing the amount 
of time she has spent on taking dicta- 
tion, on typing and idle В 

These reports enable the manageress 
to get out a periodical costing record 
which gives surprising results 
Normally the pool manageress tends 
to keep the quiet, tactful girls with 
the lower output and to overlook the 
more difficult girls, who are more 
energetic, work faster and have a 
higher and more accurate output 

In addition to the usual weekly 
wage, there should be a small bonus 
on individual output and a group 
bonus for the pool This prevents 
over-staffing, has reduced staffs то 
to 15 per cent. 

These are just a few points on 
management which we have 
passed to Various readers in recent 
weeks. I shall be glad to have any 
fresh experiences from readers who 
are either forming new pools or are 
satisfied with the performance of 
their own organisation. 


ROBLEM of overpaid unskilled 

worker upsetting the skilled 

men persists Mr, F М. Richardson, 

a south country manufacturer, has 
an unusual solution, 


This is the adoption of a standard 
Sanie Wa g ee on the official cost- 
of- gure, plus a bonus based on 
the И of the individual employce, 
plus a bonus on his or her output 
during each month, 

Under this system, every individual 
worker is obviously encouraged to 
give care to his work, In^practice 
the amount earned ünder the two 
bonus schemes often exceeds the hasic 
weekly wage 

The difficulty 1s to grade workers 
according to skill, This 1s a job at 
which the average Brush executive 
jibs; most American methods are far 
too elaborate for our liking But 
there can be no doubt that only some 
such method of remunerating skill a« 
distinct. from output will maintain 
the highest possible level of efficiency 
in many works It tends also to 
offset part of the grievance of the 
skilled worker at the high rates 
earned by the unskilled 

I shall be glad to hear of similar 
expenences from any of my readers 


M? business men are genuinely 
worried about the post-war 
repayment of the promised 20 pei 
cent of E.P.T, paid during the war 
They urge that Section 37 of this 
years Finance Act, "i literally: 
applied, would in practice prevent an\ 
repayments being okayed 
Here is the debated wording, de- 
scribing where no repayment will be 
made 
"being conditions relating to the 
distribution, application or capital- 
isation of profits for the benefit of 
shareholders whether by the pay- 
ment of dividend, by the issue of 
bonus shares or debentures, or by 
any other means whatsoever” 
But this clause must be read as a 
piece of Parliamentary drafting The 
phrase “by any other means whatso- 
ever," a favourite “saving clause,” 
merely clearly requires that апу 
“other means" be of the same 
nature as those specifically mentioned 
Those specifically mentioned are the 
payment of dividends. Therefore it 
is merely to the use of repayments 
for the issue of profits in any form 
that exception is taken It by no 
means follows that objection would 
be taken to the spending of the 
money on, say, modernising a plant, 
Why should the Government waut 
to evade repayments which would 
assist to-start up business after the 
war? 


` 












by’ 

Wm. A. Nicol, 
CA. F.CS.S., 
; Chairman, 
Black Bolt & 
Nut Assoc. of 
Gt. Britain 


How One Trade 
Has Created 


A STANDARD COSTINGS SYSTEM 


T can be assumed that Bolts and 
Nuts enter into the assembly of 
a big proportion of the fighting 
weapons required for modern war- 
fare It is therefore егез {о 
note that firms, being members of the 
Bolt and Nut Associations in this 
country, have agreed to adopt a 
system of uniform costing, including 
Standard Costing Methods, with the 
object of regularising prices on a 
common basis and as a contribution 
to improvements in production eth- 
ciency and works management, to 
meet war and post-war ‘conditions 
А system operated on Standard 
Costing methods will show the effi- 
ciency of labour, the degree of exact- 
ness in the consumption of materials 
and the utilisation of plant employed 
in production; also the incidence on 
costs caused by any departure or 
variance from the Standards. 
it is considered to be a first advan- 
tage to analyse and classify all ex- 
penditure into main groups consistent 
with the Production, Warehousing, 
Selling and Distribution, and Admin- 
stration Departments, namely :— 


- (1) Production Dopart- Gost ex Works 
(8) Production Service А to 
= Depertments 
(3) Works and General Warehouse. 
Service Depart- 
ments " 
Warehousing Packing, 
e - > Storage and 
Dispateh. 
~ (5) Belling and Distribu- Commercial 
tion and General Management. 


Administration 
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SCHEDULE OF EXPENSES TO RE INCLUDED IN MACHINE HOUR RATES 


Desa M -—— 


TOTAL ANNUAL EXPENDITURE BUDGET 
ALLOCATION TO FRODUCTION DEPARTMENTS AND -MERVICZ DEPARTMENTS Ем. 
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Below and right are 
some of the new 
Costs 

Sheets adopted by 
thc Association ~ 















All Nominal Ledger Accounts 
should be designated by a number 
and identified by an index or group 
heading. This identification would 
be shown on all accounting documents. 

Thereafter the Accounts should be 
dissected into Capital and Revenue 
Accounts 


Tt is possible to construct a total 
Cost Account to show (a) Works or 


, Manufacturing Cost, (b) Warehouse 


Cast; (c) Selling, Distribution and 


Administration Cost, (d) Profit бг 


Loss 


Further analyses of the items in 
the Total Cost “Account will furnish 
the appropriate figures for building 
up the Departmental or Sectional 
Cost Accounts to reveal similar 


information, 


To arrive at Departmental or Sec- 
tional Cost Accounts an accurate 
sub-division ıs required for: (a) 
Stores; (b) Labour; (c) Other Manu- 
facturing Expenses. 


Methods of Allocation for 
Departmental and Operational 
Costing 


Two distinct stages of analyses are 
usually necessary. Firstly, the divi- 
sion of expenditure to the production 
departments, production service de- 
partments and general services. 
Secondly, a further sub-division of 
these figures so that they can be 


о is considered that the "time 








applied equitably to the various types 
of production machines 


Specimen forms for allocation 
purposes are illustrated above. 


The allocation of Manufacturing 
Expenses (variable and fixed) to pro- 
duction and service departments has 
the effect of providing information 
for two main purposes : 


(1) As a measurement for the 
control of departmental expen- 
diture. 


(2 As finally accumulated under 
production departments and 
production service departments 
as a basis for determining the 
amount to be charged to the 
products passing through the 
particular department, 


There are a number of methods in 
use for the recovery of Overheads, 
but where the influence of size, style 
and length must be d Sea it 

actor" of 
production 1s the deciding medium of 
assessment and, therefore, it 15 re- 


commended that the “ Machine Hour < 


Rate" method be generally employed 
The formula for obtaining a Machine Hour 


Rate for recovery of Overhead Expenses 1: 
Total amount of Overhead 
Expenses 


Btandard Hours 


The’ classification of labour falls 
into two main groups. 
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_ (1) Direct Labour. This designa- 
tion should cover all labour which 1s 
directly concerned with the manufac- 
turing; operations. (2 Indirect 
Labour. This designation should 
cover all labour which is ancillary to 
production, e.g, general labourers, 
sweepers, etc, The labour cost is 
accumulated from departmental wage 
sheets and allocated to machines on 
the most accurate basis, e.g., percent- 
age of total direct wages by machines. 

A "'Total Machine Hour Rate," 
consists of Direct and Indirect 
Labour Costs and Overhead Ex- 
penses, a3 shown in the following 
example : 





Hourly Rate, Machine А. Machine B 
Penoe. Pence. 
Direot Labour .. 34.00 13.00 
Indireot Labour . 12 00 400 
Overheads ... 60 00 30.00 
Total Machine Hour Rate 8800 46 00 





` Product Costing requires the evalu- 

ation of the following elements: (а) 
Raw Materials; i Direct and In- 
direct Labour; (c) Works Over- 
heads; (d) Warehousing; (e) Selling, 
Distribution and Administration, 


Warehousing Costs Vary 
By Products ; 


The total cost of Warehousing 
should be recovered on a weight 
basis after rating for different 
classes of products, Carriage is not 
to be considered as a warehouse ex- 
pense, but as part of the selling dis- 
tribution. ? 

For example: The relative ratings 
for classes of products are, say — 





Rating. 
. Bagged ave Ды; At 2 cd 
Wrapped and Boxed 2 - 
Bagged and Cased ... ii 


Thus, if the total expenses for a 
Warehouse amounted to £15,000 pet 
annum and the normal output 12,000 
tons divided as between Product 
* A" 9,250 tons, Product “В” 2,000 
tons and Product “ C" 750 tons, the 
cost per ton would beas shown below. 


9,950 Umts X 1 = 9,250 
3 » X9 = 4,000 
$0 , ХШ = 987 





Tota. Ton Units 14,187 


, Umt Rate per ton = £15,000 
= £105 
14,187 
Standard Rate- 
Product “А”., = £105 per ton 
Product “В” = £910 , 
Product “0” .. = #3 o, 


It 1s recommended that the total 
expenses for Selling, Distribution 
and Administration be analysed: (a) 
Distribution, (b) Selling and Admin- 
istration. The distribution expenses 
to be charged to products on the basis 
of finished ‘weights, 


Selling and Administration 
' Expenses У 
Selling and administration expenses 
should be applied as a percentage on 
the “Total Cost of Manufacture” 
after deducting the raw material 
element contained therein; in other 
words, varied according to the con- 
version costs of the various forms 
or sizes of the products. 


(Concluded at foot of next column) 


COSTING 


KEY-POINTS FOR THE JUNIOR 
EXECUTIVE 


OOD chief executives generally 

find and train good juniors. 

That there is a shortage of the latter 

class is due in part to the war, but in 

part also to the lack of good 
“ chiefs,” 

Naturally he must give the orders 
—and he must give them clearly, in 
writing where  possible—but the 
actual execution, the getting down to 
the job, the chasing round 15 not, or 
should not be, his responsibility, 

The junior must necessarily have a 
tradition of loyalty to his chief, to 
his firm, to the job. He must forget 
self and give his whole being to 
making things move 

It therefore follows that the good 
junior must be able to take orders. 
This does Nor mean saying “ Yes, 
Sir" It implies a thorough under- 
standing of these three basics: 


(2 What the aic п 
2 
3) How it is to be carried out. 


What the order means; 

But the matter does not rest here. 
He must be able to see the job as a 
whole and to take heed that when 
the job ts finished it ıs what his chief 
ordered and not his own interpre- 
tation of it! 

If he can do all this without 
bothering his “ boss " and produce an 
acceptable job on time, he is worth 
lus weight in gold and is well on his 
way to a chief's position for himself 

He must, of course, be prepared to 
see the credit for kis job given to his 
chief—that's why he was picked for 
his position, He must, so far 
as possible keep abreast of what 
is new in his industry; he must 
attend lectures and take some part in 
social and other "outside" activities 
of his own firm 

And when he has succeeded in be- 
coming anywhere near IOO per cent. 
efficient as a junior he will in all 
probability find that the Door of 
Opportunity has opened and that he 
is due to go higher up and learn to 
be a chief himself 

{Condensed from ''How To Be a Good 


Juntor Executive," by J George Fredenck, 
in “The Office Economist "—US A] 








The above gives a brief outline of 
the proposed layout for standard 
costing. The Association points out 
that all these factors depend upon 
the general acceptance of certain 
units of count and weight and cost 
This, after all, is the correct method 
and should be agreed in these days 
of universal regimentation, It 1s, how- 
ever, remarked that such matters as 
obsolescence, stoppages, interests and 
discounts also require standardising 
and.on these quite a high proportion 
of the success of this interesting 
experiment in trade costs depends. 
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How Modern Wage Methods 
Keep Our Output Up 


by E. Williamson 


Executive of a Northern 
Engineering Firm 


M? readers expressed interest, 
the Editor tells me, in our 
time-keeping bonus scheme * Penal- 
ties for bad time-keeping are common 
enough. .But deterrents are: always 
negative, and have little psychological 
appeal, especially to the youngster, 

We therefore attempted to devise a 
positive scheme which would put a 
premium on good attendance rather 
than a penalty on bad In our own 
case, locking out, suspensions, per- 
sonal warnings, had all failed to get 
results, and this although we are a 
relatively small concern employing 
just over 400 people. 

Under опг time-keeping bonus 
scheme, every male employee over 21 
years earns over 4s, a week extra 
simply by conscientious time-keeping; 
youngsters of 16-21 get 2s. 6d., boys 
under 16, Is. Girls over 16 years can 
earn 2s, under the scheme, and girls 
under 16, 1з. ‘ 

ОЁ course, allowances are made for 
such difficulties as fog and traffic 
dislocation. 

The results of this scheme have 
been far better than we ever antici- 
pated. No fewer than 85 per cent of 
our people are now earning the full 
time-keeping bonus ОҒ the re- 
mainder probably 10 per cent would 
never earn a time-keeping bonus in a 
hfe-time ' 

This bonus has aroused real keen- 
ness among our workers You can 
now see people running to work! Of 
course, there 1s friction 1f someone 15 
one minute late and loses the bonus 
because their watch was a mmute 
slow But by the use of tact and 
very accurate clocks we are able to 
overcome this as a rule, 


Bonus Ends Clocking-On 
Delays 


This system is also avoiding a very 
common difficulty with us This 15 
mis-clocking One or two people 
come up to the clock Others come 
along and talk to them and in the 
end it 1s found that one or two have 
forgotten to clock т They will pass 
their cards to the charge hand, who 
has to try and work the matter out. 





* BUSINESS, June завие, page 22. 


Since we instituted the time-keeping 
bonus, people are so keen about it 
they always remember to clock in 

The success of our time-keeping 
bonus scheme is the more surprising 
because we have recently changed 
over from three shifts to two shifts. 
Normally we were working shifts 
from 6 am to 2 pm, 2 p.m. to 10 
p.m, and io p m to 6 am 

While there is a lot to be said for 
three shifts, we found there was a 
certain amount of difficulty at shift 
changes The early newcomers tried 
to filter into the works-to have a chat 
with the man they were changing 
over with As a result, the last ten 
minutes of each shift were used for 
conversaticn only Further, it was 
impossidle to get the factory aired 
betweer two shifts Finally the first 
and third shifts were unpopular 
owing to domestic inconverience in- 
curred at leaving the house at around 
5am, 

We now work two shifts only, oue 
from 8 am, to 730 pm, the other 
from 3 pm. to 730 am 

This gives us half-an-hour between 
shifts to get the lights out, to open 
windows and doors, to air the place 
thoroughly. 

On the other hand, there is always 
the danger of poorer time-keeping on 
a longer shift, We attribute our 


BUSINESS for 


freedom from this to the popularity 
of the time-keeping bonus 

So this bonus ensures us a good 
start to the day's work. But person- 
ally I believe that the method of wage 
payment is important in every de- 
partment of the factory. 

Take our trainees, for instance. 
Very often they have had a little 
training at a Government centre 
After a few weeks’ training with us 
they are apt to find the discipline too 
tight But when they come on our 
bonus scheme, there 1s often less re- 
luctance to stick it out. 


Piece-Rates plus Bonus for 
Time Saved 


Although we pay piece rates on 
most of our jobs, based on careful 
price setting, we pay for time saved 
in the form of a bonus We do not 
use the Halsey-Rowan scheme which 
shares the saving 50/50 between the 
company and the workers, If the 
Union rate for the type of work is 
805 for a 47-hour week, we pay a 
bonus on the time saved at around 
77s for the same number of hours. 
'This sounds expensive but the reader 
wil appreciate that it avoids the 
weakuess of the  Halsey-Rowan 
scheme There 15 no artificial limit 
to exertion. In other words, there is 
no point at which the worker feels 
that the money earned is not worth 
the extra effort, or that the rate for 
extra effort is virtually being cut out. 

In our case this particular method 
has worked extremely well. In 


practice ıt gives most of the benefits 
(Continued on page 64) 





















Time sheets ог 
plece - rate cards 
used by this firm. 
Note especially the 
wages envelope 
with its warning to 
check up wages at 
once, saves 
endless trouble. 
particularly with 
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Efficiency in Production 
Office Machines Recommended 


T are certainly moving in 
an effort to improve efficiency 
on the production front. Тһе new 
National Production Advisory Com- 
mittee has just held its first meeting 
and both the Minister of Production 
and his chief execütive, Sir Walter 
Layton, gave an entire day to it. The 
results of the working of this small 
"executive body should be greatly fo 
;expedite and assist the work of the 
Regional Boards. One can look with 
confidence for careful enquiry, 
prompt action and strong follow 
through. This is precisely what we 
are all waiting for in the factories, 


B.S.. AND O.A.T.A. 


HE ‘same’ expedition has been 
shown by the British Standards 
7 Institution working in close co-opera- 
tion with the Office Appliance Trades 
Association, on the improvement of 
i office. methods. Interim reports by 
six sub-committees should be appear- 
ing by the time you read this page. 
me emphasise that the Ministry 
of Production has no desire to inter- 
Чеге with efficient systems already 
arsed in the great factory offices, The 
oo sub-committees are working to 
*^ produce an ideally simple system of 
procedure for the many office record 
functions, such as purchasing, 
progress, invoicing and control of the 
office itself, 
osos Rhe Minister's aim is to assist the 
small firm normally employing, say, 
4080 people but now employing 500 or 
a couple of { {о install and 
operate methods and machinery which 
will get the work done with the utmost 
efficiency and speed. This is, in fact, 
the first big official effort to encourage 
the use of more modern methods 
“throughout British offices of all types, 
but particularly factory offices. 














p I regard it as the greatest 

tribute vet paid to the work of 
the office equipment industry over 
here. This is an official тесокашоп 
of the value of the methods installed 
by the industry in practically all of 
our larger concerns. 


TRIBUTE FROM U.S.A. 


NOTHER tribute, no less inter- 

esting if. unofficial, comes from 
an executive of one of tlie American 
loose-leaf companies. 


Here are some of the things that 
this concern did in the course of its 
drastic simplification programme 
which commenced soon after the 
outbreak of war and no doubt still 
continues : 

(a) Within one year it reduced its 29 

different patterns of binders to 12, 

(b) It similarly reduced the number of 
sheet sizes. The criterion here was to 
eliminate the sizes which had to be 
eut down with more than 2 per cent 
waste, As a result, after one year of 
war it was buying only 4 ream sizes 
from the paper mills instead of 29, 

(c) АП special sizes were abolished, 

(d) Prices of quick moving lines were 
lowered to still further stimulate 
demand and ensure the economies of 
even larger quantity production, 

(e) The variety of materials was reduced 
by half, 

(1) Only one colour was used in printing 
instead of the previous six, 


SELF-SUFFICIENCY 


HIS is a fairly complete list of 
economies. But all these were 
secured by one method alone, the 
elimination of needless sizes, quanti- 
ties and details, 

But economy was sought along 
other paths as well, Wherever it 
was found that the firm could do an 
operation more cheaply than its out- 
side suppliers, that operation was 
taken over. For instance, the com- 
pany started to tint its own paper, 
thus saving waste, reducing stocks 
carried and securing greater unifor- 
mity of colouring. 

This last idea is not in common 
use outside very large concerns, but 
it is worth considering, more rapidly, 
on standard parts and office processes 
like printing. 


OFFICE. 
QUESTIONS OF WASTI 


N dealing with waste, the 
went right to the ген 
matter. Its executives tried to 
at all their current practices w 
eye of an outsider. In this w 
were able to detect some 
practices that had become 
As a result, paper waste wa 
into "ordinary " waste and “ 
ordinary” waste. 
The first included the 
waste resulting from cutting. 
rolls of paper for the vi 
for which paper would be v 
In order to réduce 
waste, each of the thousand 
vidual jobs was green da 


































each possible, operation 
showed the exact numb 
handed out from the 
WH herever | possible the 


ind ón the ticket, "TR 

was usually done during the 
spection and thus the perc 
waste was ascertained for 
tion. This would reveal t 
of waste and a new." W 
ment" was created to inves 
remedy these troubles, 


О" IOUSLY this invo! 

amount of detai 
keeping, but the expense 
a fraction of the saving: 
the cost of waste was redu 
roughly, £8,000 to £5,000. p 

The scheme finally worked. 
volved a big, waste paper c 
which incl luded a suggest 
paign. Prizes were as high a 
as low as 6d. This lat 
consolation prize for 
as that of a small girl 
every typist to rec iain Ti 
bv rubbing out the penc 
hand! 

In this case the chief exec 
the company made the i 
campaign his own pig 
of the drive was Ле 
officials. 





War-Time Office Staffs Shortage 


EFORE the war office labour was 
plentiful and cheap. It was often 
more economical to employ clerks 
than any type of machine. To-day 
labour is more costly and certainly 
more difficult to obtain. As a result, 
machines of most types, and even the 
more expensive automatic machines, 
are the better proposition from every 
point of view—national and financial. 
Every office manager in the country 
is up against shortage of staff. He is 
even more harassed by the deteriora- 
tion in the quality of the clerical 
labour he can get, Yet clerical labour 
costs more than ever before. The one 
complete and efficient answer to his 


problefh is mechanisation of all possible 
functions, 

It is unfortunate that, Во 
well the Ministry of Pre 
Ministry of Supply and th 
Trade may grasp the si 















Treasury still fails to 
necessity for further c 
isation. Its stubh 


more efficient methods 
fashioned executives to th 

Fortunately it will be diff 
even the Treasury to ignore 
ings of the British. Standar 
tution on the subject of ti 
methods. of running an office, 


99 BUSINESS for 


PUNCHED CARD 
ACCOUNTING 





POWERS PUNCHED CARD ACCOUNTING EQUIPMENT 

ENABLES THE OFFICE TO KEEP UP TO DATE WITH 

ALL ACCOUNTING AND COSTING WORK DESPITE 

SERIOUS SHRINKAGES OF STAFF DUE TO WAR-TIME 
CONDITIONS 


Preparing Powers punched card accounting and costing records is simple—much simpler and quicker than 

preparing, records by hand or other machine methods. Punching the cards is the only manual operation in 

the Powers system and can be performed by junior female staff, The classification and production of the 

required records from the information punched on the cards is performed entirely mechanically and only 
requires the absolute minimum of skilled labour 


Powers Punched Card Accounting—the most highly developed 
form of mechanised accounting—is unequalled for :— 

COST SUMMARIES; STOCK ACCOUNTS; PRODUCTION 
CONTROL : STORES RECORDS; WORK IN PROGRESS 
RECORDS; PAYROLLS; INCOME TAX , RECORDS; 
LABOUR ANALYSIS: BONUS SCHEDULES ; EFFICIENCY 
RECORDS; PLANT DISTRIBUTION AND DEPRECIATION 
RECORDS; INVOICES; STATEMENTS; LEDGER AC- 
COUNTS; PURCHASES ANALYSIS; SALES ANALYSIS; 

EXPENSE ANALYSIS 


Powers machines may be purchased, hire-purchased or rented on very attractive terms. Write for literature 
and a demonstration which will gladly be arranged 


POWERS-SAMAS ACCOUNTING MACHINES, LTD. 





POWERS-SAMAS HOUSE, HOLBORN BARS, LONDON, E.C.1 
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O-DAY the Government regards office machinery as essential equipment, thie offic 


vital tool of production. 


ur s At the moment the British Standards Institution is at work in co-operation | 
"Office Appliance Trades Association on simplified office methods and procedure, 


instigation of the Minister of Production himself. 


We have therefore made every effort this year to present the completest possible | 
In every field there are simpler and quicker methods avail 
Machines and equipment for carrying most of these simpler m 
gh will be found in this survey. : 
s there will be no exhibitions this year, the survey is once more the only general : 


administrative equipment. 
it war-time work. 








and catalogue available for directors on executive equipment, 
In some cases the model desoribed cannot be supplied at present; 
a priority certificate. 
o Reference to any model 
it is available for export. 
Confidential enquiries about any of the equipment may be addressed to the Editor, 
Whitefriars House, Tallis Street, E.C.4. 


does not mean that, 


where there is a shortage 
























“Th 


in others; ony 


af : хи} 








40 ' MULTIGRAPH " 
DUPLICATOR : one of the most 
versatile duplicators on the market. 
Apart from reproducing typewritten 
matter, this machine will duplicate 
handwriting, pen and brush drawings, 
and ruled forms. 

MODEL 900 AUTOELECTRIC 
ADDRESSING MACHINE : is the 

:"fatest addition to the wide range of 

machines for addressing purposes. 


AMBIDEX EQUIPMENT CO, 13 
Ke Ave, Woodford Green, 
AMBIDEX SORTERS : for sorting 
original documents such as letters, 
invoices and copies, job cards, costing 
slips, etc, prior to filing, ‘mailing, 


wu Jedger posting, analysis, etc, are the 


incipal products of the Company. 





sorting is achieved by the elimination 
of the waste effort entailed in‘ the 
pile or pigeon tois methods, ‘and the 


claimed that 50 per cent faster 


sorting is practically finished in one 
handling of the papers. 

These sorters are made in a wide 
range of sizes and types and almost 
every individual need can be met 
Sorting can be divided into alpha- 
betical, numerical,’ territorial ог 
special headings, 


ART METAL CONSTRUCTION 
COMPANY, 199 Buckingham Palace 
Road, London, S.W.1. 

FILING CABINETS : are made in 
two depths, 243in. and 284in. with 
and without automatic backing. 

.DESKS AND TABLES : of high 
grade steel with Artolin tops. There 
are three standard sizes, ` 


AUTOGRAPHIC BUSINESS 
FORMS LTD, Australia House, 
London, W.C.2. 

THE DUPLFTYPER : this is 
claimed to be the simplest attachment 
on the market to enable continuous 
length stationery to be used on the 
ordinary typewriter. Its chief 


2n 


features аге:` 

Ribbons are used instead « 
paper--consequentiy every 
permanent ink copy ап 
becomes: an original. 

The weight is only an оше 
and consequently no wear 
take place on the typewrit 

The question of “lo 
machine is a matter of m 

No tuition is required 
operation, 

it is cheap and enables 1 
smallest user to become users of 
tinuous length stationery, 


BELL PUNCH CO. LTD, 39 Se 
James's. Street, London, SSW 

“PLUS” adding machine 

urposes; 

"SUMLOCK " санае 
every {уре of modern produ 
office wo 

ЫЕ A UTORATIOHET " He 
ing machines of every de 
for canteen and all other ри 

(See announcement, bdo 
































OFFICE EQUIPMENT 


- BLOCK. 5. ANDERSON LTD, 
"Old - Mil House" Trumpington 
Road, Cambridge. | 

FACIT CALCULATING MACH- 
INE : new model of an advanced 
principle; first machine produced on 
the single ten-key method of opera- 
tion, Hand or electric. 

VICTOR ADDING MACHINE: 
adds, subtracts and prints results. 
Also prints sub-totals at any position 
during work. Provides direct sub- 
traction. 

VICTOR DUPLEX ADDING 
MACHINES : electrically operated. 
Model 25 allows several groups of 
figures to be added and individual 
totals obtained for each group—at 
the same time accumulating grand 
total of individual group totals. 
Model 3o, in addition, has two 
separate adding registers, can there- 
foge be used as "two machines in 
оп@ "— for instance, adding two 
groups of figures (debits and credits 
—receipts and expenses, etc), ob- 
taining two individual totals in one 

ion, 
PANDA (ORMIG) REPRODUC- 
ING MACHINE : reproduces any- 
thing written, drawn or typed in as 
many as six colours at one operation. 
No ink, stencils or gelatine required. 

al machine for up to 200 copies, 

ox а А. SIMPLEX PRODUC- 
TION CONTROL MACHINE: 
enables complete mechanisation of 
production routine, prepares job 
tickets, material requisitions, progress 
slips, machine load tickets, route 
cards, cost cards, etc. from опе 
Ormig master. This method elimin- 
ates all re-writing and re-checking 
and thus ensures accuracy of all pre- 

‘termined information, 
de ANGAPRES PORTABLE 
PRINTING MACHINE : for over- 
printing literature, letter-headings, 
etc. Prints direct on to made-up 
boxes and cartons or practically any 
suríace or material; 27 models. 

LIGHTNING ENVELOPE OPEN- 
ING MACHINE: models for in- 
coming mail from 50 to 50,000 letters. 
Takes any shape or size of envelope. 
Automatic feed and cut adjustment 
on all models, 

" MELOPOST ENVELOPE SEAL- 
ING MACHINE : for envelopes of 
müxed shapes, sizes and thickness in 
use. Special feature is electrically 
heated ^ water for the sealing 
Machine ^is electrically operated; 
sealing speed of over 100 per minute 
"7 (See announcement, page 38) 


BRITISH PENS LTD, Bearwood 
Road, Smethwick, Birmingham. 
"UTILITY. COPYING " and 
6 WAR-DRAWING" have for the 
present replaced the famous 
"Pedigree" and “King’s Own” 
brands of Cumberland-made pencils 
produced by this firm, but the quality 
is so far as possible being maintained 
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at pre-war standards апі buyers can 
be assured that these new brands are 
of the highest possible — grade 
obtainable. ` 

As is well known, the romance of 
the pencil began in 1564, when, at 
Borrowdale, Cumberland, a new 
material—graphite—was discovered. 

From this the first pencils were 


made at Keswick, although it was. 


not until the following century they 
came into general use, The Cumber- 
land Pencil Со. was established in 


Keswick in 1832 and has gradually “ 


built up the most scientific processes 
and up-to-date precision machinery, 
so that the works of the company 
to-day are superbly equipped to 
produce most economical pencils of 
the highest grade—Graphite, Copying 
and Coloured Chalks. A vast variety 
of types of pencils of every descrip- 
tions are produced by the firm, 
(See announcement, page 4) 


THE BRITISH TABULATING 
MACHINE CO. LTD., Victoria 
House, Southampton Row, London, 


W.C1, 
ELECTRICAL TABULATING 
AND ACCOUNTING EQUIP- 


MENT : punched card technique is 
sufficiently well known to need no 
detailed description. The full range 
of Hollerith machines is still avail- 


-able and, although no major mech- 


anical developments are to be looked 
for in war-time, yet war conditions 


have created a very considerable 
increase іп the types of work 
handled. In addition to the more 


usual statistical and analytical work, 
cost summarises, invoices, statements 
and ledgers, production control, pro- 
gressing and machine-tool loading 
have successfully engaged the atten- 
tion of technical experts. Consider- 
able extension has also taken place 
in the use of pre-punched cards with 
a consequent saving of time and 
increased efficiency, 





















"The “ Burroughs " Desk Adding 
Machine, hand or electrically 
operated 


& 


BUSINESS for 


Among the most modern machines 
may be mentioned: : dius 

MULTIPLYING. PUNCH : used 
for the actual calculation. of exten- 
sions and the punching of resultant 
products into tabulating cards, 

COLLATING MACHINE : which 
economises in sorting time by enabling 
two separate packs of cards to be 
matched or merged together. 

ROLLING TOTAL TABULATOR: 
the most flexible and universal tabu- 
lator extant, providing unrestricted 
distribution of figures and almost un- 
limited. cross-adding and subtraction. 

The Companys’ policy of hiring 
machines remains unchanged. The 
establishment of Service Bureaux in 
London and the Provinces for those 
unable to justify the installation. of 
a complete set of machines has 
brought to the smaller trader all the 
advantages of Hollerith treatment at 
the lowest possible outlay and their 
use is continually extending, 

(See announcement, page 43) 


BURGESS PRODUCTS CO. 
LTD. Brookfield Road, Hinckley, 
Leics, 

ACOUSTI-BOOTHS : these small 
telephone booths are designed for 
use in factories and workshops 
where ordinary telephoning is prac- 
tically impossible owing to adjacent 
noises of production etc. They may 
take the form of the usual telephone 
box, built to the exact size suitable 
for their position, but more advan- 
tageously may be specially designed 
for desk, work-bench or wall posi- 
tions. Many of these hutch models 
take up as little room as 245 in, high 
by тд? in, deep by 23in. wide. 

(See announcement, page 45) 


BURROUGHS ADDING МАСН- 
INE LTD., Chesham House, 136 
Regent Street, London, W.1. 

A comprehensive range of Adding, 
Book-keeping and Calculating. mach- 
ines to reduce accounting costs, 
provide accurate up-to-date informa- 
tion for control of production and 
expenditure, with minimum labour. 
Models designed for special purposes, 
uch as Stores and Cost Accounting-— 
Wages, etc.—-as well as - general 
purpose machines suitable for the 
smallest business. Recent develop- 
ments include new styles of Desk 
Book-keeping machines, some having 
a recording, adding, subtracting and 
totalling capacity of 13 columns, 

DESK ADDING MACHINES: 
ingle counter. adding machines, 


# and duplex adding machines, alterna- 
| tively hand or electrically operated. 


” 


On subtracting models a "plus 
motor bar automatically adds the 
amount, a " minus” bar automatically 
subtracts. Duplex models add two 
sets of figures simultaneously or 
number of "group" totals; All 
totals printed by а single key 
depression, А ч 
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Burroughs . 


will help you to obtain—promptly—the essential figure 
information for Production Control —Labour, Material and 
Progress Records— Waste material and Idle time reports 
—Plant and Equipment output, Idle time and Maintenance 
reports—as well as thé equally important figures necessary 
for Control of Expenditure — 

WITH THE MAXIMUM ECONOMY OF LABOUR. 


Burroughs Technical Advisory Service—Burroiighs Operator Training 
School Service—and Burroughs Mechanical Service are nation-wide. 


' They are available to you through your local Burroughs office or by writing- 


BURROUGHS ADDING MACHINE LIMITED 
Chesham House, 136 Regent Street, London, W.1 

















OFFICE EQUIPMENT | 
DESK BOOK-KEEPING MACH- 
INES © for posting: and "balancing 


loose-leaf ledger accounts—including 1 


stock records—with automatic tabu- 
lating carriages quickly and. simply 
adaptable to a variety. of. rulings. 

BOOK-KEEPING. MACHINES : 
ior posting and balancing every form 
of  account—bonught, "sales, stores, 
costs and expense ledgers. Addition, 
subtraction and balancing automati- 
cally controlled, ^ Maximum. output 
with minimum effort. . Operation 
easy to learn, All accounts perpetu- 
ally in balance. 

TYPEWRITER > ACCOUNTING 
MACHINES : combine automatic 
features of electrically -operated 
adding, subtracting, book-keeping 
machine and standard typewriter for 
descriptive: matter, 

MULTIPLE TOTAL MACHINES: 
with and without. typewriter key- 
board, for speedy analysis. 

NON-LISTING: ADDING CAL 
CULATORS : for all figure work 
where printed record not required— 
hand | and electrically operated. 
Electric Duplex Sübtractor has two 
accumulating registers; other styles 
include a small desk drawer model, 

TYPEWRITER CALCULATING 
MACHINES : result of any type of 
calculation printed by single key de- 
préssion| Results of a number of 
calculations, additions or subtractions 
accumulated in separate registers. 
Full typewriter keyboafd, 

(See announcement, page 25) 


CARTER-DAVIS LTD, Queen 
Elizabeth Street, London, S.E.1, 

* PRIMUS” CONTINUOUS STA- 
TIONERY : with “Primus” attach- 


ment and carbon pack enables 
stationery to be used with any 
standard typewriter. Attachment 


eliminates waste time in typing mul- 
tiple records; assembling, interleaving 
and removal of forms from machine 
abolished, It also makes typewriter 
into dual purpose machine; remov- 
ing. or replacing attachment not 
necessary, 

-MACHINE ACCOUNTING STA- 

VTIONERY: fulfils requirements of 
alignment, registration, еіс, for 
“machine accounting. Firm specialises 
in-in producing ‘stationery to meet 
exact individual needs, 

DAILY. BALANCE SYSTEM: for 
obtaining daily proven figures without 
use of accounting machines; machine 
method applied to. pen and ink; 
allows writing three words in one 
operation; customer's statement, 
ledger account, daily journal, 

“PRIMUS " AUTOGRAPHIC 
REGISTER : {ог using continuous 
Stationery for all types of hand- 
written records; open construction; 
Simple to operate, 


(See announcement, Cover i) 


“Stands; 





E 
CARTER-PARRATT, LTD, 
S.W.1. 


VISIBLE 
tip’. control over every phase- of 
business. management; all key facts 
visible at cnce at any time by execu- 


tives. Systems are used for all kinds. 


of visible record keeping sales 
(total, departmental, area, group, 
individual. salesman, 
state of accounts; routine of calling 
on customers; lines that are moving 
or not; raw materials control; pro- 
duction schedule; and so on, 


C. W. CAVE & CO, LTD, 9 
Barnsbury Park, London, N.1,. — 

This firm is now ‘established at 
Barnsbury Park after the loss of 
premises at Charterhouse. Street and 
Farringdon Street. Makers of “Joca” 
letter files; “ Cavedex.” visible index 
and strip index, revolving and desk 
“Cavedex Junior” books 
(now. made for 50 cards: only); 
"Findex" hand selecting сагі sort- 
ing system -for staff and similar 
records; " Jocamitic" blotting pads; 
" Charterhouse” | revolving ^ trays; 
“ Seat-o-Matic" . chair pads and 
limited models in wood office desks 
and chairs, 


(See announcement, page 45) 


CONSTRUCTORS LTD., Tyburn 
Road, Erdington, Birmingham. 

STEEL SHELVING 
STORAGE EQUIPMENT: based 
on “ Adjusteel" standard compo- 
nents of posts, shelves, backs, parti- 
tions, bin fronts and dividers, doors, 
etc," Pressnap" bin dividers sub- 
divide shelving space. 

STEEL CYCLE PARKS : sloping 
or horizontal parking single- ог 
double-sided, fully or partly enclosed. 
In double-sided parks cycles occupy 
only біп, space width. 

STEEL CLOTHES LOCKERS: 
one, two and four-tier models: fire 
resisting; built on unit principle, can 
be added to or re-arranged easily. 

STEEL FILING CABINETS: 
finished in stoved olive-green enamel ; 
automatic locks; frictionless drawer- 
slides based on extending suspension 
principle; lock-compressor to each 
door. 

STEEL CUPBOARDS: 
olive-green enamel finish, 

“ MERCANTILE” DESKS AND 
TABLES : washable tops of dark 
green "Conolin" bronze binding. 
Drawers rigid-built on steel slides; 
sliding shelf; standard finish stoved 
olive-green enamel. — — 

The company can only fill priority 
orders at the moment, but hopes to 
re-establish its friendly commercial 
contacts in due course, 7 


(See announcement, page 9) 


AND 


stoved 


etc); credit; 


-LTD, Exchange House, 
SYSTEMS: give “ finger- 


= BUSINESS for 


4 COPELAND-CHATTERSON CO, 


ge, 












MACHINE - POSTING: Large 
variety of trays and trolleys, binders; 
speedrails and other forms of equip- | 
ment in all styles and sizes, including 
fre-protection . files and cabinets 
specially adapted to accounting 
machines. Ledger cards, statements - 


.and other forms to suit any purpose, ^ 


. combination of firms. 


VISIBLE RECORDS: Probably 
the largest range. offered Бу. any 
| Сата sizes 
vary from 2$in, by т#їй, to 163 in. 
by 12in, and there are several styles 
to. suit various purposes in. both 


э pocket and non-pocket types. 


-PUNCHED CARD SYSTEMS: 


This 


hand-operated method of 
sorting and analysing requires no 
machinery or expensive operators. 
It is handled entirely. by juniors; 


.cards can be any size and can be a 


single-copy or any part of а multi- 


сору set. 


SLIP. POST: This unit posting 
method employs each original entry 
in such a manner that copying and 
its attendant disadvantages are dis- 
pensed with. As the name implies, 
each entry, instead of being made in 
“omnibus” form, is made on a unit 
slip designed to be physically trans- 
ferred, : through numerous trans- 
actions in which it may be involved, 
to the final presentation or account. 


LOOSE LEAF: The Cope-Chat, 
range of binders is comprehensive 
over all forms and sizes of thong, 
post, section post, spring types. All 
loose leaf needs can be met from the 
Cope-Chat range. j | 

CONTINUOUS STATIONERY : 
Interfold and Fanfold stationery, plus 
the “Fasta” billing unit, is a fine 
combination for users of continuous 
stationery. 

PRINTED FORMS, ЕТС. : Cope- |. 
Chat are essentially systems printers: 
with precision machinery which pro- 
duces all manner of business forms 
with perfect registration, alignment, 
perforation, numbering, etc; either in 
singles or in multi-part. sets. . 

FIRE-PROTECTION CABINETS 
AND FILES : A wide range, many 
of which are specially designed for 
use with machine. accounting and 
vertical visible, - 

COST. AND WAGE CALCULA- 
ТОВ : The latest addition to the 
Cope-Chat range, А simple holder 
which uses. existing job cards to 
provide details of time cost on pro- 
duction. work. 


GENERAL: In addition to the 
comprehensive range of standard 
products, Cope-Chat devise and 


manufacture special items in all their 
lines to meet special needs. 
(See announcement, page 11) 
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Н is a three-in-one method of pro- 
viding all the information required without 
additional work and by hand. 


Ө WAGES BOOK when completed and inserted in 
its secure Loose-leaf Binder, becomes your per- 
manent Wages Book. Rulings are supplied to suit 
your own needs. 


Өө PAY SLIPS are perforated ready for separation 
and gummed for fixing to pay envelopes or un- 





Kalamazoo Ltd. 


Wages Records 


and Tax Deductions 





gummed for tins ; each being a copy of the relative 
line of the Wages Bouk shows the employee how his 
wages are calculated. 


e INDIVIDUAL EARNINGS RECORD As the 
employee's wages are calculated, his own Record is 
placed over the other two forms for carbon duplica- 
tion. You thus get, automatically, a separate 
summary of each employee's earnings— giving, 
without extra work, the necessary record for Income 
Tax deduction; it also provides for Income Tax 
returns without special analysis 










BEC 
“Copy-writing 





System 
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COX V м Watford By-Pass, 
Watford, 

STEEL TÜBULAR FURNITURE: 
desks; tables; chairs for every grade 
of office and for works and canteens ; 
nesting chairs and tables, Settees and 
reception-room furniture, trolleys, 
etc. 

This type of furniture is notable 
for its light and hygienic qualities. 

(See announcement, page 62) 


DEFINAC prO; 42 Chessington 


8; 
ACCOUNTING 
EQUIPMENT AND STATIONERY : 
Definac accounting is “ controlled 
book-keeping.” It covers all branches 
of accountancy from sales,\ purchase 
and nominal ledgers to cost accounts 
and works progress accounts, includ- 
ing stock control, wages records, job 
and unit costing. 

A common feature of the Definac 
methods is that several entries are 
performed in the same operation by 
hand-posting, and that control-sheets 
are extracted providing running totals 
in any desired classification, Auto- 
matic monthly statements have made 
a wide appeal. 

DEFINAC VISIBLE RECORDS : 
Definac Visible is a unique and novel 
method of “ visible indexing," based 
on the Definac signal tab, the only 
signal that will pass through any 
accounting machine or typewriter. 
When a card is removed from the 
tray for reference, the signal or 
signals stay with the card—not in the 
tray. Definac Visiblesis therefore as 
valuable as machine posting equip- 
ment for records entered by hand 
or typewriter. Existing records can 
be converted without re-writing and 


without the expense for new 
containers. 

The trade mark * DEFINAC” 
has superseded the older name 


* DEFINITIVE." 
(See announcement, page 46) 


THE DICTAPHONE CO, LTD., 
Kingsway House, London, W.C.2. 

“CAMEO”: Experience during 
the past year has fully confirmed the 
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favourable impression created by this 
latest model, 

In most of its features it is entirely 
new; it is not merely an earlier 
model improved. Radical re-design 
has produced a much smaller, and 
lighter machine, the “Cameo” 
weighing only 19lbs. 120zs. It is 
only 8in. high and occupies but 63 
sq. in. of desk space. The standard 
“ stream-line " design has been pre- 
served and the " Cameo" is a hand- 
some production, 

The “ Nuphonic" recording and 
reproduction have been 511 further 
improved, Volume and'clarity of 
tone are admirably balanced, and 
combined with simplicity of control 
make the work of the typist easier, 
faster and more agreeable. 

THE DICTAPHONE “ TELE- 
CORD.” There has been little change 
during this year in the construction 
of the Dictaphone “ Telecord," now 
rapidly gaining in favour. Without 
interfering in any way with the 
ordinary use of the telephone, the 
“Telecord”™ can be switched on at 
any moment to make an automatic 
record of any ‘phone message or con- 
versation. The record is made on 
the ordinary Dictaphone cylinder and 
transcribed from the Standard Dicta- 
phone transcriber, 

High speed and absolute accuracy 
are the advantages claimed for the 
Dictaphone “ Telecord." Much time 
is saved and pressure on the lines is 
greatly reduced, while the fact that 
the record can be repeated as often 
as desired is a great safeguard 
against dangerous errors. 

(See aunouncement, page 1) 


DICTOGRAPH TELEPHONES, 
LTD. Head Office and Works, 
Aurelia Road, Croydon, Surrey. 

DICTOGRAPH EXECUTIVE OR 
MASTER STATION private inter- 
communicating telephone, Dicto- 
graph master station is installed on 
chief executive’s desk; upon instru- 


ment is a row of small switch keys, 
each connected with a department of 
the business. 


The executive desiring 


One of the 
"Simplex" tables 
from the range 
of | Oxford 
Woodcraft Ltd. 
(See descrip- 
tion, page 47) 


BUSINESS for 


to talk with Dept. No. ї will touch 


key No. 1. es will ring sub-station 
in Dept. No, 1; light on sub-station 
indicates chief executive calling. 
Ringing and light continue until 


person called attends the sub-station. 
Meanwhile, executive goes uninter- 
ruptedly on with his duties until 
voice of the wanted person comes 
through the loud-speaker. 
PRIORITY АМО PRIVACY: 
Dictograph system enables members 
of all depts. to communicate with one 
another, but executive calls auto- 
matically get priority and freedom 
from interruption and overhearing. 
STAFF LOCATION: Dictograph 
sound system of staff location 
through loudspeakers is now being 
widely developed. The name or code 
number of a wanted person is an- 
nounced from one of several points, 
which may be in the chief executive's 
room, the general office, telephone 
exchange, time office or А.К.Р. 
control, or at all four of these points, 
in which case a system of priority is 
established to prevent two micro- 
phones operating simultaneously, 
MUSIC IN FACTORIES : The 
addition of gramophone and radio 
units to the staff location equipment 
makes possible the broadcast of 
gramophone records and radio pro- 
grammes, including the “ Music 
While You Work” programmes of 
the B.B.C. designed specially to 
stimulate industrial production effort, 
A.R.P. A combination of Dicto- 
graph telephones and sound equip- 
ment will facilitate control of staff 
in emergency, whether in factory or 
air raid shelters, and provide enter- 
tainment to counteract rervous 
tension which is inevitable during and 
following air raids, 
(See announcements, pages 6 and 35) 


THOMAS A. EDISON, LTD., 
Vernon House, Vernon Place, South- 
ampton Row, London, W.C.1. 

THE NEW DESK EDIPHONE: 
Outstanding features are its com- 
pactness—the space it occupies is 
little more than a box of cigars—a 
roll back disappearing metal cover 
which, when shut, completes the en- 
closure of the entire, machine, a 
newly-designed recording unit known 
as Тгиуох, a safety signal light 
which flashes when the shift lever ts 
not correctly set for dictating—a 
silent and unescapable warning, All 
the other well-known features of 
Edison design such as Keymatic 
index, Eject-o-matic Mandrel are 
incorporated in this model, It is 
mounted on rollers at the back and 
rubber feet in front which, by tilting 
the machine slightly backwards, 
enables the machine to be rolled to 
any position on the desk with one 
hand, The machine as a whole 
presents an attractive appearance. 

(See announcement, page 44) 
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“The machine 


you can always 


count on!” 


THE BRITISH 
RAPID ADDING 


MACHINE 


London Computator Ltd . І, Albemarle Street, W.l . Regent 13317 





OFFICE EQUIPMENT 


EGRY, LTD., Warple Way, Acton, 
London, W.3. 

'" SPEED-FEED ” ATTACH- 
MENT: for typewriter introduces 
the benefits of continuous stationery. 
It is made to fit all standard type- 
writers and snaps on easily for billing 
or other work where continuous 


forms can be advantageously used. 

A feature of the “ Speed-Feed” is 
an automatic dual aligning-pin that 
engages punched holes at the head of 
each set of forms, 





The “Egry Speed-Feed” 
Attachment 


“ COM-PAK" RECORD : is vir- 
tually a mechanised manifold book 
and will speed up the production of 
routine forms requiring carbon 
copies by eliminating altogether the 
interleaving of carbon paper. 

One or more complete copies of the 

issued set of forms is retained under 
lock and key in the register as a 
master control copy. 
. *COM-PAK" MANIFOLDER : 
for the simple purpose of producing 
an original written form and up to 
five carbon copies. One turn of the 
handle delivers all the forms in the 
set for distribution to departments, 

“COM - PAK" SUMMARY : 
unlike the * Com-Pak" record, which 
retains a complete copy of the issued 
forms, this model retains a dissected 


analysis or summary of certain 
selected items only. 
“ HANDIPAK " : a portable 


register which can be easily carried 
from job to job in office, warehouse 
or factory. Owing to its size, is not 
so robust nor does it possess thc 
loading capacity of desk models, 
' *" NU-PAK" : is British made and 
in general differs only from the other 
Egry registers in that it has a lever 
handle operation. A new feature 
embodied in this machine is the fact 
that it can be loaded without the 
opérator having access to the record 
ümpartment, 

(See announcement, page 10) 


, 
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ELLAMS DUPLICATOR CO. 
LTD., 12 King Street, Cheapside, 
London, E.C.2. 

Duplicating equipment: For nearly 
50 years this firm has specialised in 
the manufacture of duplicating 
machines of many varieties from the 
simple, hand-operated “ Bantam” to 
the M.ro automatic electric model. 

M.10 MODEL: A rotary dupli- 
cator with variable printing speeds 
from 40-120 copies per minute. It is 
fitted with variable printing pressure 
and balance which ensures regular 
printing strength, The printed copies 
are counted, and automatic mechan- 
ism provides that only the number 
of copies required are printed. 

M.1 MODEL: To a great extent 
the same as M.10, with the exception 
of the power drive, It prints from 
a bulk supply of paper, of heavy sub- 
stance, and considerably more than 
a ream, when lighter paper is used, 


D.10 MODEL : One of the most 
popular models, attractively priced. 
It is a “Rotary,” with a simplified 
form of self-feeding and has all the 
advantages of speed, simplicity, 
variable and balance pressure and is 
fitted with a counter. 


COLOUR PRINTING : The M.10 
and M.1 models can be supplied with 
two cylinders which are easily inter- 
changeable from one colour to 
another. 

(See announcement, page 49) 


FANFOLD LTD., North Circular 
Road, London, N.W.2. 


CONTINUOUS STATIONERY : 
enables you to eliminate the six non- 
productive operations normally asso- 
ciated with the typing of multiple 
forms—interleaving, etc.—and reduces 
typing costs by from 25 to 70 per 
cent, Perfect registration is main- 
tained between all copies in the mul- 
tiple set of forms without any need 
for punched holes, and wide or 
narrow are easily accommodated. 


FANFOLD TABULINER AND 
CONFORMULATOR FEEDS : that 
continuous stationery has greatly 
speeded up all forms of progressive 
typing is accepted, Moreover, it has 
still further increased the scope of 
certain types of machines such as 
high capacity tabulators and address- 
ing machines, Fanfold Tabuliner and 
Conformulator Automatic'Feeds are 
designed for this purpose. 

Their three main services are: (1) 
to feed continuous forms—either 
multi or single part—through the 
machine at the maximum printing, 
speed of the tabulator or addressing 
machine, This speed in the case ої 
a single print per set may range as 
high as 4,800 per hour, (2) To align 
all copies accurately in the set. (3) 
to maintain positive control over the 


BUSINESS for 


forms—automatically feeding them 
through the machine and re-foldinz 
them in a pack without manual 
assistance. 


FANFOLD CUT-OFF AND PER- 
FORATING DEVICE : in ccnjunc- 
tion with the above Fanfold Feeds, a 
Fanfold Cut-off and Perforation 
Device can be fitted to eliminate the 
necessity of manual separation of the 
individual forms. 

As the continuous sets come off the 
machine the device automatically cuts 
the - stationery into the required 
length and stacks the sets up in 
correct sequence, all forms facing the 
same way. 

Should it be desired to have a hori- 
zontal perforation between certain 
sections of the print—for example, to 
cut forms off four deep, say, every 
84 in. with perforation between each, 
ie. every 2lin, this apparatus will 
handle such an operation, 


FANFOLD TRAVERSE CARBON 
DEVICE: íor use on addressing 
machines when feeding multi-copy 
continuous forms eliminates the use 
cost of one-time carbon paper, 


(See announcement, page 35) 


FELT & TARRANT, LIMITED, 
Aldwych House, Aldwych, London, 
W.C.2. 

CONTROLLED- KEY COMPTO- 
METER : adds, multiplies, divides 
and subtracts in money, weights, 
measures, whole numbers and frac- 
tions, New electric “K” model has 
automatic controls for accuracy, 

MODEL * J” COMPTOMETER : 
nine different sizes. 


NEW SUPERTOTALIZER COMP- 
TOMETER : íor all office figure 
work; enables items to be transferred 
and stored in separate register. 





The Fanfold Conformilator 


31 


is office cou 


SEPTEMBER, 1942 





A massive body and powerful tail with enormous 


7] 
iie 


potentialities did not preserve this monster. 
succumbed because his brain was inadequate to 
control and direct his latent power. 

This holds good to-day in many factories, which 
cannot achieve maximum output because they lack 


In the office, the nerve- 


control and co-ordination. 






centre of any organisation, only proved 


systems of recording and controlling mate 


supplies, plant loadings, etc, can ensure that onin- 
terrupted flow to the production line which is 


essential to achieve maximum output. 


Such a method is "KARDEX, 
the Visible Record Plan 


* 
Ke Ve regret that heavy priority. commitments limit. the installation 
to industries engaged on work of national importance. 


The fatest booklet, “Production Control" by 
A, R. Jackson, will be sent post free on request to 


KARDEX VISIBLE CONTROL SYSTEMS 
Dept. 509, 1 New Oxford Street, W.C.I. I: CHAncery 8888 (20 ши 5 









OFFICE EQUIPMENT 


FRANK R. FORD LTD., Syden- 
Le Road, Sparkbrook, Birmingham, 


THE FORDIGRAPH REPRO- 
DUCER : advantages are low initial 
cost; infinitesimal cost for runs up to 
300 copies; no stencils or special 
paper needed; no ‘ maké-ready”; 
any colour as required; any type of 
paper can be used fbr architects' 
drawings, graphs, etc.; alterations 
easily made at once or later in run; 
ease of operation. 





The Fordigraph Reproducer 


FORDIGRAPH JUNIOR 
ROTARY REPRODUCER : recently 
designed for the smaller concern. 
Smaller than the standard, but does 
a full-size job at very low cost, Has 
all the refinements of the larger 
models, 

FORDIGRAPH-SYSTEMEX RE- 
PRODUCER : this provides for an 


accurate, economical and flexible 
routine system for production. 
Material requirements, operation 


tickets, progress slips, cost cards and 
routine sheets may be obtained from 
the one “Fordigraph” original or 
master sheet, The Systemex machine 
proyides in an automatic manner the 
reproduction of all particulars rela- 
tive to each individual operating on 
to separate and individual operating 
tickets, Originals or masters as used 
on the Systemex may be filed away 
for later use, 

FORDICRIMP : for simple binding 
together small or large number oí 
papers, 

FORDILITE : ensures for typist 
perfect visibility on writing line; can 
be fitted to any make of machine. 

FORDISTELE : quality range of 
all steel furnishing requisites, 

(See announcement, page 46) 


GLEDHILL-BROOK TIME RE- 
CORDERS LTD. Empire Works, 
Huddersfield, Yorks. 

While the majority of time re- 
corders continue to be sold for 
s attendance" time recording, of 
equal importance is the use of similar 


recording machines for job and 
process records. Trading accounts 
Cam thus be enabled to prove a 
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dynamic factor in planning for the 
immediate future rather than has far 
too often happened, a sometimes 
melancholy historic retrospect. 
Models include : 


TIME-RECORDERS : printed time 
records of attendance, labour costs, 
machine hours or transport; for use 
in office, factory, warehouse, shop, 
еіс. Many models available; feature 
is "the Clipper” mechanism, designed 
for costing and time-keeping; device 
clips piece from card each time the 
card is inserted for time-recording; 
clip allows card to drop step lower 
at next registration. Clipper model 
used for (a) time-recording; (b) job- 
costing, (c) both, (d) recording time 
machine run and idle hours. 


SYNCHRONOUS MOTOR-DRIVE 
MODELS: fitted with С.В. synchron- 
ous motor-drive; enables recorder to 
be plugged into electric supply; no 
master clock needed to give power- 
impulse, 

DESK AUTOGRAPHS RE- 
CORDER : is special model for 
salaried staffs; signature machine. 

UNIVERSAL PORTABLE RE- 
CORDER : replaces — time-stamps, 
functions as time-recorder; registers 
time on sheet or card, any size, by 
depressing table on which document 
rests; can be used for timing receipt, 
dispatch of letters, etc, start and 
finish of jobs or straightforward 
time-recording, Various other models 
also available. 

(See announcement, Cover iii) 





The new ""Dupli-Typer " by 
Autographic Business Forms 
Ltd. This is claimed to be 
most simple in operation. 
(Details on page 23) 


BUSINESS for 





The “Cameo” Dictaphone 
For Details, see description 
on page 28 of this issue 


GUY'S CALCULATING MACH- 
INES LTD. Truro Road, Wood 
Green, London, N.22. 


BRITANNIA calculating machines 
are designed to carry out all normal 
accounting accurately and with 
dispatch. No expert training is 
needed for their operation, and they 
are simply and strongly constructed. 
There are two models in the “A” 
range (9 x 10 18: 12 x 10 x 18 
capacity) and two in the “В” 
(0x 8 x 13: 9 10 x 13 capacity, 
fitted with tens transmission), 


IMPERIAL TYPEWRITER CO, 
LTD., Leicester. 

No new models are being launched 
at present, but the works are fully 
engaged in producing the three main 
models in increasing numbers for 
national service, Models for ordinary 
customers are not readily supplied 
under present conditions, but the firm 
has every intention of restoring its 
former service and supply when 
normal times return, 

The main models referred to are: 


STANDARD MODEL 50, PORT- 
ABLE and “ QUIET " MODEL 55, 
which last is the latest development 
in Imperial range, In addition to 
rear-silence in operation, the machine 
is adjustable as to touch. Thumb- 
screw on tension plate enables 
operator to adjust to his or her exact 
liking. New bail bar prevents any 
marking of carbon copies by the feed- 
zollers, The paper table tilts forward, 
making far easier the adjustment of 
‘margins and access to tabulator 
stops. Ribbon spools are dust-proof 
with hinged tops. Keyboard is non- 
glare. Colour change, with two- 
colour ribbon, is faster and more posi- 
tive. Five carriages, from 121п. 
standard to 26in. in width are 
available. 


(See announcement, page 45) 
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e MAGNETA 
tu^ 
EN 


ees AC ORY M ! 
RP CONTROL FIRE WARNING ре 


For particulars of installation write or phone 


THE MAGNETA TIME COMPANY L™ 


i^. GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY asman sses unes 


LONDON OFFICE: 53/54, HAYMARKET, S.W.1. TELEPHONE. ABBEY 235677, 





E. 


99% 


FOR THE SAKE of 
security have all important documents recorded on micro- 
film by Kodak Limited, who have much the longest and 
widest experience of document copying work. 


RECORDAK DivisioN or KODAK LTD. 


Dept. 19, ADELAIDE HOUSE, KING WILLIAM STREET, LONDON, E.¢.4 


OFFICE EQUIPMENT _ 
INTERNATIONAL COIN 
G MACHINE СО 


LTD., College Road, Cheshunt, Herts; 
Showroom, И! Burnival Street, 


H3 COIN-OR TOKEN-COUNTING 
machine, electrically operated, counts 
and records on the indicator, Auto- 
matically stops when required number 
of coins have been counted, Experi- 
enced operator can fill 350 bags of 
60 pennies each in one hour, or make 
a continuous count of 60,000 coins an 


hour, 

H5 COUNTER : similar to above 
but for packeting coins into rolls, 

TYPE J : similar to H3 but hand- 
operated.  , 

TYPE JW : similar to Type ] but 
is for counting 2s, 6d., 2s., 1s., 3d., Id., 
and 4d. It stops automatically at £5 
silver and 5s, copper. This machine 
is particularly valuable in wages’ 
departments. 

КІ to K4 COIN SORTERS : 
operate up to a sorting speed of 
£3,500—£4,000 per hour. 

"RAPID" ENVELOPE OPENER: 
for the mail-room, electrically oper- 
ated Type E3 has capacity of 1,000 
letters per minute. | Hand-operated 
Es has a speed of 500 per minute. 

"RAPID" ENVELOPE SEAL- 
ING MACHINE : electrically oper- 
ated, speed up to 20,000 envelopes 
per hour, Will take envelopes of all 
thicknesses and sizes. Perfect sealing 
is obtained by  electrically-heated 
water, which is maintained at an even 
temperature by an automatic switch. 
The machine is driven by universal 
motor through a reduction gear box, 
thereby eliminating the use of driving 
belts, А 
(See announcement, page 36) 


INTERNATIONAL TIME RE- 
CORDING CO. LTD, International 
Works, , London, W.6; 
Showrooms: 112 Strand, 

W.C.2 


TIME RECORDING MACHINES: 
All types of International time re- 
corders for card and sheet records 
are being supplied to ‘firms with 
Government contracts. The new 
International super-electric card time 
recorder has proved a great success, 
particularly when used with the Inter- 
national supervised electric time 
system. This system is more than 
ever valuable owing to the fact that 
electric time recorders operated from 
AC mains often cannot be relied upon 
for accuracy. The International 
* Master Clock" installation is inde- 
pendent of any fluctuations. Auto- 
matic supervision guarantees unifor- 
mity of time throughout an installa- 
tion as it provides, in addition to the 
driving impulses, hourly verification 
that they have all been received by 
every unit, If, however, this is not 
installed spring-driven models should 
bem d. 
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INTERNATIONAL PROGRAMME 
CABINETS : care must be exercised 
during war-time in the ringing of 
bells, but provided the sound cannot 
be heard outside the factory these 
can still be used. When operated 
automatically by the International 
programme cabinet they effectively 
signal starting and stopping times. 
This will also control light and power 
current throughout any building, 
making possible the automatic 
switching on and off of the supply 
at predetermined times. 

INTERNATIONAL JOB TIMING 
RECORDERS : are particularly in 
demand to-day owing to the import- 
ance of job-costing and the need for 
increased production. . 

INTERNATIONAL TICKETO- 
GRAPH : the International Ticketo- 
graph system of production control 
has added to its value, as it has been 
found to meet the demands of war- 
time factories for an efficient method 
of planning, cost-recording and 
progress control, The system is 
applicable whatever form of payment 
is made, It can imprint on the 
actual job tickets essential details 
such as Order No, Drawing No. 
Part No., Rate, etc., imprinted simul- 
taneously on every operation ticket 
connected with each job, so that by 
one simple movement of a lever the 
Order No., for instance, appears at 
once on ali tickets. 

(Set announcement, page 43) 


PERCY JONES (TWINLOCK) 
LTD., Twinlock Works, Beckenham, 
Ken 


t. 

MACHINE ACCOUNTING 
EQUIPMENT: manufacturers of 
Twinlock loose leaf books have de- 
signed equipment called Post Haste. 
Device provides for accounting mach- 
inery need of front feed; sheets have 
unbroken edge; feeding-edge devoid 
of punching, etc. 

RUBBER - BOUND BOOKS A 
rubber-edged feature now incor- 
porated in Twinlock line. Consists of 
dovetailing, on wearing edge of 
covers, a thick rubber tread; protects 
desk, prevents damage to binders. 

THONG LEDGERS: Vulcan 
Thong Binder for ledgers and books. 
Sheets added or removed quickly; 
lies flat upon desk, gives every sheet 
flat writing surface; minimum hold- 
ing capacity, one sheet. Another 
thong binder is Sentinel, used where 
something not so fine as Vulcan is 
required. 

STEEL-BACK LEDGERS : Twin- 
lock Capacity Plus allows with- 
drawing from covers of leaves en 
bloc, together with posts, in a 
moment; great advantage when sheets 
inserted or removed; perfect align- 


ment, 

VISIBLE RECORDS: Visible 
Indexing; thousands of items of im- 
portant data stored in visible binders, 


BUSINESS for 


NEW  TWINLOCK POSTING 
TRAY : In addition to a comprehen- 
sive range of loose leaf equipment, 
this firm have produced a new 
machine posting tray. The new 


equipment represents a smaller unit 
of the light “inset” variety, trays 
which are portable and light to enable 
an operator to lift them easily from 
the safe cabinet to the machine, 





The New Twinlock Posting Tray 
The design presents new features. 
The cards are supported at the sides 
by plated steel bars, which are readily 
adjustable to cards of various widths. 
When in use these bars drop com- 
pletely out of the way. The full 
view of the cards thus obtained and 
the ease with which the posting 
media can be inserted or withdrawn 
can be seen írom the illustration. 
Both sides of the tray have these 
adjustable bars, so that offsetting to 
the left or right is available if 
desired, 

(See announcement, page 40) 


(SALES) LTD. 


KALAMAZOO 
Northfield, CUm: 31. 
STANDARD LOOSE - LEAF 


EQUIPMENT FOR PEN-POSTING : 
a wide range of types and sizes, liter- 
ally exemplifying the slogan “ A book 
for every purpose" Kalamazoo has 
a sheets library of some 150,000 
different rulings. 

An important feature in connec- 
tion with the loose-leaf system is the 
new and ingenious storage binder 
range. It is no longer necessary to 
remove sheets from one’s second 
stage of storage in order to put them 
in permanent storage form. The back 
cover of the second-stage binder, 
complete with all its contents, is 
simply removed and a permanent 
cover fitted. For many purposes it 
will be realised what a great saving 
of time is represented by this’ new 
facility. 

VISIBLE RECORDING EQUIP- 
MENT: two main types—one for 
actual recording and the other for 
strip indexing. It is claimed that 
they take up one-third of the space 
and cost one-third the price of the 
steel cabinet forms of visible 
equipment, 
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In Conterence by proxy! 


Today when so many executives carry responsibilities which РАЎ (ух “& 
would normally be shared with other men, their time and energy | О 
must be conserved to the utmost. Dictograph Internal Tele- e 





phones, by giving instantinter-communication with acknowledged Ре ү 4 ў /& 
priority to principals, enable conversations and conferences to p Z A 2 Am 7 Р 4 
take place without personal visits to different offices ог confer- ff Г | = dm d 
ence rooms. The larger the organisation, the greater the need  — — !|! 


for instant trouble-saving control; yet smaller concerns, too, E 2 
find Dictograph Telephones invaluable. 


Installation and full maintenance on rental 


© terms. Equipment available now for firms 
A substantially engaged on Government Work. £s 
\. 
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DICTOGRAPH INTERNAL TELEPHONES 


DICTOGRAPH TELEPHONES LIMITED Alsoat: BIRMINGHAM, BRISTOL, DUBLIN 
Abbey House, Westminster, London, S.W.| GLASGOW, LEEDS, MANCHESTER, NEWCASTLE 
(Abbey 5572/3/4) Works: Croydon BELFAST, CARDIFF and HUDDERSFIELD 
———————————————————— ————'H'ÁáÁáÁ у 





Santoly, 
CONTINUOUS STATIONERY 


Fanfold continuous stationery enables, you to eliminate 
the 6 non-productive operations normally associated 
with the typing of multiple forms—interleaving of carbon 
paper, etc, etc.—and reduces typing costs from 25 to 
70 per cent. 


No special typewriters are required—neither have 
alterations to be made to existing machines to fit a 
Fanfold Adapter. 


FANFOLD TABULINER AND 
CONFORMULATOR FEEDS—> 












NUM. Siga eiii Te These feeds enable Tabulators and Addressing Machines 
Ndepisr.on mora E M pewirier to operate continuously at their maximum speed, /.е., 
in the region of 4,800 prints per hour on single and 
(very important point) multi-copy continuous forms, 
all in perfect registra:ion the one with the other 
For further particulars write: 

`N FANFOLD LIMITED FEES 
[599] NORTH CIRCULAR RD., LONDON, N.W.2 (GLA 5477) 

EES 





SUSPENSION FILING 


PUTS VITAL INFORMATION AT YOUR FINGERTIPS 


Shannoblic folders never slip under to rise up because they hang 
on a steel frame. They are easily removed and replaced. The 
hangers. carry the weight, and heavy catalogues or a few papers 
can be filed with equal ease and neatness. Large, angled, celluloid 
tabs, adjustable to one of five positions, allow flexibility of 
indexing and give immediate identification of folders. 


Shannoblic Suspension Filing will fit! YOUR filing 
cabinets and desk drawers. Let us send you 
details. 


Or the Shannoblic Desk Top Unit, a rigidfall steel 
frame with 20 Shannoblic Suspension Folders is 
ideal for use on war-time emergency desk tables 
or as an extra desk top filing drawer. Price 
complete 37/7 quarto, 42/7 foolscap, including 
Purchase Tax. Post free in Great Britain only. 


; el annon 


IMPERIAL HOUSE (DEPT. А.З), 15-19 KINGSWAY, LONDON, W.C.2 


And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agent) 


indie teller - Opening S | 


This Electrically Operated machine is 
specially designed for the rapid opening 
of all types and sizes of mail without 
damage to the contents, and with the 
minimum of effort on the part of the 
operator, 


Fhere is also a 
Machine with 








Hand Operated 
Automatic Feed, 


Send for particulars. 


COLLEGEIROAD © CHESHUNT @ HERTS. 
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MACHINE ACCOUNTING 
EQUIPMENT : the machine account- 
ing section of the Kalamazoo range 
includes several distinct types of con- 
tainers for machine accounting cards. 
The various types fall into two broad 
categories 

(a) Tray-container type. 

(b) Binder type 

In the first category are included 
not only the more normal insert-trays, 
but also Kalamazoo Card-Fast which 
ingeniously tips the cards in their 
container from a vertical position for 
reference and posting to a horizontal 
position for efficient storage. 

KALAMAZOO “COPY- 
WRITING "': Many of the advantages 
of mechanical accounting are incor- 
porated in “Copy-Writing” and 
some firms have installed it as a 
stand-by in case their machines are 
damaged, so ensuring the continuity 
of their accounting routine, Applied 
to wages systems, sales accounts, cash 
book апа . purchase accounts, it 
permits the introduction of collection 
of Income Tax at source, “ Copy- 
Writing" prepares the earning record 
pay slip and pay roll at a 
operation 


single 
(See announcement, page 27) 


KAYE’S ROTAPRINT AGENCY 
LTD., London, N.W. 

OFFSET LITHO PRINTING 
AND DUPLICATING MACHINES. 

DOUBLE - WIDTH FULLY 
AUTOMATIC R39 MODEL : power 
operated, 


COMBINED AUTOMATIC 


SHEET AND ROLL-FEED RS 
MODEL : power-operated 

LARGE COMBINED AUTO- 
MATIC SHEET AND ROLL- 
FEED RGs MODEL: power- 
operated 


R50 JUNIOR PRINTING AND 
DUPLICATING MODEL : paper siz 
up to 14 by gin. All models produce 


single and multi-colour work; simpls 
operated; can be used by any junior 
ў training 


after a few days 





TYPE ES. 


INTERNATIONAL COIN COUNTING MACHINE COMPANY LTD. 


Telephone : WALTHAM CROSS 3241/2 
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ALACRA 


MARGINALLY PUNCHED 
CONTINUOUS STATIONERY 


INCREASES 
WAR PRODUCTION 


by means of- 
INCREASED SPEED 
|. GREATER EFFICIENCY 
_ PERFECT REGISTRATION 
AUTOMATIC ALIGNMENT 
DECREASED ERROR 
CLEAR, CRISP COPIES 
ECONOMICAL SIZES 


ob these” advantages made possible by 
THE i EXCLUSIVE сое PINWHEEL 
ED 


e being felt in 
he many large | 
and small fac- 
tories. on war 


successfully in- 
stalled, and we 
have received 





many expres- 


sions of ар- 

preciation from 

© [users who inform us that ALACRA is proving a 
“boon to them and is DEFINITELY AN AID TO 

INCREASED FACTORY OUTPUT. 

We are naturally very proud to be thus playing a 

quite important part in the national WAR EFFORT. 


W. H. SMITH 


BRIDGE HOUSE 


LAMBETH, S-E. 1 
Phone: HOLborn 4343 


ALSO IN ALL MAIN PROVINCIAL CITIES. 
Head Office: Strand House, London, W.C.2. 














' normal conditions return) to ge 

























No. 2 of Seríes 


The Saving of 
Time & Labour 


O-DAY every | Executive Тас 
handling à mass of office 

to do the work and necessarily less supe 
means the least important routine task 
maii with its attendant buying, recor: 
stamps . . . the laborious entries in the 
. the adding up and "attempted *' balancin 
stamp stock .... and the пана "last minute” T 
rush to catch the post. : dE 





AH this time and effort, mental“ wear 
well as actual cash, is saved by Postal | 
every business enterprise which ut t 
the handling of its outgoing тай Can cacry c 
fully with appreciably less labour than on 
upon human kands (аяй toe al 
individual stamping of its let 


and 


For the Postal Franking 
operation the correct po 
desired) a return address or 
outgoing letter, postcard, or р 
2,000 to 3,000 an hour. 

as its own auditor, show 
operation, and ensures 





wartime, w vill ee. ^ dH 
нан valuable 10 
gladly we will welcome 





its Hme 


-and- labour-saving efie ie HEY. 





1/7 CANONBURY STREET, LONDON, МЫ 
Tel: CLissold 3613/5 э 


‘OFFICE EQUIPMENT 
















are occurring 
| continuously in war-time 
/ with every type of weapon. 
lessons must be learned quickly 
from battle experience and rapid 
adaptation to new developments 
is a vital necessity. 

If production is to keep pace with 
these ever changing demands 
a completely flexible system 
of works routine is essential. 


B&A 
SIMPLEX 


MECHANISED 
PRODUCTION ROUTINE 


provides complete control com- 
bined with complete flexibility 


Write to the Systems Department 


BLOCK & ANDERSON LTD. 


‘OLD MILL HOUSE’ - TRUMPINGTON ROAD · CAMBRIDGE 
Telephone: Trumpington 305 (3 lines) 


London, Manchester, Newcastle, Nottingham, Sheffield, Southampton 





i 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool | 


BUSINESS for 


KARDEX DIVISION, LIBRARY 
BUREAU. LTD, Commonwealth 
House, 1 New Oxford Street, London, 


CA. 

VISIBLE RECORDS : Full range 
of equipment giving speedy operation 
and visible control to materials 
supply and parts stocks records; pro- 
duction planning, progress and 
control; personal records; contract 
and sales records, follow-up, ete, The 
war-time drive for efficiency has 
greatly increased the demand for this 
type of equipment and service. . 

THE SIGNAL COLOUR CON- 
TROL feature of Kardex has been 
extended. Simple, error-proof, yet 
efficient signalling plans are now 
available which - enable complete 
control to be maintained with the 
minimum of clerical work, 





GRAPHIC LAY-OUT : This 
range has been developed, especially 
for production control, War difi- 
culties have forced factory managers 
to adopt more accurate methods of 
controling work allocated, work 
done, materials position, etc, and 
these Kardex devices have been 
widely applied, Four types are avail- 
able. 

KARDEX EQUIPMENT covers 
four main types: the original Kardex 
visible record hand entry principle; 
Vertical Visible specially adapted for 
machine entry; Linedex, a visible 
strip indexing method; Planners for 
graphic display and control, 

See announcement, page 31) 








MADE. IN ENGLAND. 


“ Seldex'' Visible Record Systems and 
Equipment never were created and 
installed on such a vast scale as 
to-day, to meet the vital need of 
efficient managerial and production 
control in all its aspects. 


SELDEX LTD., DULVERTON ROAD, WITTON, BIRMINGHAM 6 amm 
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NE lo-day$ 
eis Control duction 


More workers than ever before in factories 
producing the sinews of war call for the closest 
control. In that control Wilkes Industrial Printing 
plays its part economically and accurately. 

Time Cards, Record Cards, Production and Output 
Sheets, Individually Printed Duplicate Books and 
Pads of Forms for the hundred-and-one uses in a 
busy factory are all produced by Wilkes to your 
individual needs. 


Supplies are limited to essential needs but Wilkes 
facilities are still at your call. 


JAMES WILKES LTD. 


Commercial and Industrial Printers 


MOXLEY ROAD WORKS - BILSTON 


Also at London, Birmingham, Manchester, Leeds, Leicester, etc 


Multiple Sets of Forms can be 
У hand ог typewritten without 
the wasteful time and trouble 


of handling carbon papers. 





Send us a set of your Forms and we will show you how 
to effect a very appreciable saving. 





AutocrapHid Business FORMS ip. 


AUSTRALIA HOUSE, LONDON, W.C.2 


Telephone TEMple Bar 6767 
BRANCHES AT BIRMINGHAM, MANCHESTER, WOLVERHAMPTON, CARDIFF, LEEDS & LIVERPOOL 


OFFICE EQUIPMENT 40 BUSINESS for 


Your Wages List | KEMCLO, MANUFACTURING 


O., 55 Netherwood Street, N.W.6. 

Manufacturers of the *'Kemclo" 

. . 1 factory and works stool, which can 

IS Increasing e | be supplied with or without back rest. 

Special features of this stool, which 

H 2 ! is available in two sizes, are all-metal 

Does your present system cope with it ? construction; locker compartment 

under seat (hinged to form cover), 

> while it can be constructed and made 

to customers’ own heights 
suggestions, 


and 
(See announcement, Cover tit) 


KODAK LTD. ("RECORDAK " 
DIVISION), Adelaide House, King 
William Street, London, E.C.4, 

* RECORDAK " MACHINE : has 
been designed with the object 
applying photography to business, 

The " Recordak,” briefly described, 
consists of a camera and a projector 
unit. Documents of any length, but 
not exceeding 10% 1п, in width, when 
fed into the camera unit are auto- 


Consider TWINLOCK VISIBLE RECORD SYSTEMS matically photographed in miniature 


We have stock forms to meet most needs. These provide for complete 
details, showing gross wages, all deductions, contributions, etc, and how the 
nett figure is arrived at. 

Reverse side gives history with ample margin for alterations. 
are arranged in departmental and alphabetical order. 
glance. / 


The Handiref Visible Record Binder takes care of the sheets and is a quick 
labour-saving method of keeping a complete wages list. , 


Wefshall be pleased to plan sheets to meet particular needs А 
` 


K Pinlock 


of 


П 





LSS 


РТ 


The sheets 
All details seen at a 






THONG LEDGERS, SECTIONAL POST BINDERS, 
LOOSE-LEAF SHEETS, MECHANICAL BOOK- 
KEEPING EQUIPMENT, VISIBLE RECORD SYSTEMS 
Send for full particulars and specimen sheet or arrange a demonstration. Write Dept. B.12. The “ Recordak " spool of 
Percy Jones (Twinlock), Ltd., а ске Де зной р жш cat 
Chansitor House, Chancery Lane, W.C.2, Telephone: CHAncery 8971 (4 lines). TA etant d к rate 
Showrooms . Glasgow and Manchester о mmportan one 


(See announcement, page 33) 








tu CARBON PAPER 


DOES NOTCURL 


Endorsed Daily by Discriminating Operators. 


*The back of the carbon paper is coated with a special preparation which gives it a 
GLOSSY WAXED SURFACE. 


Бый) fees This DOUBLES THE STRENGTH of the carbon papcr. E a Lok dor) 
‘TRE STANDARD OFFICE SUPPLIES {° 57, Farringdon Road. London. E.C.l. Phone: CHAncery 5561 (4 Lines) 
TRE STANDARD OFFICE SUPPLIES C* 57 Farringdon Rood. London. Е.С. Phone- CHAncery 5561 (4 Lines) 
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ҺЕЕР BRITAIN AHEAD 


you have stepped 
up production or 


introduced new 





plant or processes 


When after'the war supplies ailow you to choose at 


your jewellers, electricians or store a Smith ''Sectric" you have increased your 
Clock for your home, you will do more than install the 1 
most trouble-free and efficient of all time-keepers, You fi re risk Make sure your 


wil] exhibit that readiness to accept and profit from 
modern progress which is imperative if Britain is to 
hold her ground. 


| is of a suitable type, 
efficient and adequate- 
(C IL © One of our Fire Surveyors 


plug in to Greenwich time is available to advise you 


Issued by SMITH'S ENGLISH CLOCKS LTD., without cost or obligation- 
CRICKLEWOOD WORKS, LONDON, N.W.2. 


Fire Fighting Equipment 


When may he call? 


7 MORNING 


You can speed along on a full pro- 
duction schedule and get the most out of | 
every available man-hour, thereby main- 

taining maximum output 

IF YOUR WORKERS SIT AT EASE ON 


EVERTAUT 


— MITES 77 

STEEL WORKS SEATING 
Scientifically designed to give 
the correct spinal support and 
prevent the chief cause of fatigue 


Send to-day for illustrated 
book entitled “Sit at Ease" 


(Props.: J.B.Brooks & Co. 144) 








EVERTAUT LTD. eredi | THE PYRENE CO. LTD.. GT. WEST RD., BRENTFOR m. P 


МАСТА СОА Одо, PERRY BARR, BIRMINGHAM 22 Ph EAL 3444 (14 
пле ing nes 








| @ BACK NUMBERS 


OFFICE EQUIPMENT 





T 
up MZ. ; 
ur with o» d 
DRAWINGS - MAPS - BLUE PRINTS - DOCUMENTS 
CAN BE COPIED WITH THIS APPARATUS 





No Dark Room 
No Focus 
No Skill 


The increasing demand necessitated 
by the War effort upon industry's 
personnel, applies in the first place 
to the Drawing Office. The 
Ruthurstat process is in certain factories reducing 
eighteen months tracing of Engineers’ Drawings to 
six weeks, at a cost of £1,500, as against £4,500. 
їп addition to its importance to the Drawing Office, 
it serves as a general utility unit, interdependent 


British 
Patent 














with the whole organisation, 


The strain placed on executives in relation 
to Government Forms, Tenders, Contracts, 
etc, (which require many hours laborious 
typing and checking), can be relieved by the 
installation of the Ruthurstat process, which 
enables you to obtain exact errorless copies 
of vital documents. 


RUTHURSTAT LTD 


12-13 ASTOR HOUSE 
ALDWYCH, LONDON, W.C2 


HOLBORN 4737 


* Full range of sizes from Office Models 
to 42 in, X $2 in. 
Engineering Models 















The 
Ruthurstat 
Electro-Copyist 


hours typing 
reduced to 30 minutes - 


6 months tracing reduced to 2 weeks 





Your | 
Wastepaper 


Is urgently wanted for 
essential war purposes! |. 


ALL Classes of PAPER 
are required such as: 


e OLD CORRESPONDENCE 

@ OFFICE RECORDS 

@ CARDBOARD 

@ WRAPPING PAPER, etc. 
Also RAGS & STRINGS |. 


We can collect 
in any district 


JOHN HILL & CO. (наке) LTD. 


ARLINGTON WORKS, ARLINGTON RD., 
ST, d E. TWICKENHAM, 
IDDX. 


Tel.: POPesgrove 5577 and 5157 
also at: 
ROSE'S WHARF 
WFST FERRY RD., 
WALL, E.14 
T t 3421-2-3, 


and 

DEVIZES RD.. 

SWINDON, Wilts. 
Tel. :SW1ndon3302. 











Special Service to 
Manufacturers 





LEONARD HALL & CO. 


Industrial Consultants 


9 HANOVER SQUARE, LONDON, W.1. 
Phone: MAYfair 3227 


Specialists in:— 


Production Economy 





Factory Layout and Development 

Efficiency Systems 
Costing Systems 

Marketing and Distribution 

Dusiness Organisation 
Design of Special Purpose 
Machinery 
and Industrial Equipment 


—— 


STAFF OF EXPERT PRODUCTION 


ORGANISERS and DESIGNERS 


AT YOUR SERVICE 


ч ___—— —À 


BUSINESS for 


jon a strip “ Recordak” film 
16mm, wide. If two copies arè 
| required, two films can be run simul- 
taneously side by side. 
KORES MANUFACTURING CO, 
LTD., West Road, London, №.17, 
"PLANUM" CARBON PAPERS: 
Specially treated to outlast ordinary 
carbon papers, They do not curl, 
and give lasting, clear copies, 


LIBRARY BUREAU LTD. 1-19 
New Oxford Street, London, W.1. 

SAFE CABINETS : fireproof pro- 
tection for all documents, Heavily 
insulated, in three qualities, 

SAFE FILES AND TRAYS: for 
housing correspondence, cards and 
ledgers, giving protection at point of 
operation, 

SAFE DESKS : safeguard import- 
ant papers on the spot and eliminate 
need for removing them each night. 


LOW'S CALCULATORS LTD. 
52/6 Osnaburgh St., London, N.W.1. 

Dealers in Adding, Calculating and 
Accounting Machines of a variety of 
makes, as well as specialists in re- 
pairing and reconditioning clients" 
own machines. 

(See announcement, page 44) 


MAGNETA TIME CO, LTD. 
Ermyn Way, Leatherhead, Surrey. 

ELECTRIC AUTOMATIC TIME 
RECORDER : operated with one 
hand, by inserting the card and de- 
pressing the bar mechanism at the 
same time, This assures speed of 
registration, The smallest Recorder 
on the market, but provides accurate 
time records of attendance on full- 
sized cards, and meets requirements 
of every type of record card. 

JOB TIME RECORDER: 
Modelled on the same lines as the 
Time Recorder and similarly oper- 
ated. Accurate records obtained for 
piecework, premium or bonus systegis. 

WATCHMEN'S PORTABLE 
TELL-TALE RECORDER: an it- 


of 


fallible method of recording periodi- 
Apparatus 


cal visits of inspection, 


| hardest 


Owing to heavy de- 
mand for essential 
war industry, sup- 
plies are limited. 
VENUS PENCIL Co, Ltd., LONDON, E.5. 
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LNERS SAFE co, LTD, 
ampstead Lane, London, N.6. 


Telephone : 
MOwUntview 6655. 





% 
Although, іп present circumstances, 


: delivery of machines is restricted; the 
full advantages of Punched Card Ac- 
counting can be secured through the 
various Service Bureaux, one of which 
is to be found in every industrial area 


A FULL ACCOUNTING AND STA!ISTICAL SERVICE | 


NO MACHINES TO BUY 
NO STAFF TO TRAIN 


For explanatory booklet, write— 


THE -BRITISH TABULATING MACHINE CO. LTD 
VICTORIA | aun SOUTHAMPTON ROW, W.C.1 











capes atm 










вт, PRODUCTION 
CONTROL 


THE INTERNAT Lo 
TICKETOGRAPH SYSTEM OF | 
PRODUCTION, PROGRES: 
AND PAYROLL CONT 


is fully described in the 
Booklet 7344/8 which will be. 
sent to you free on request 


The Ticketograph System maintains oper 
costs already fixed in advance, and Ку 
position of jobs at each stage in pradvuctio 


Write, telephone or call 


INTERNATIONAL TIME RECORDING CO. 
112 Strand, W.C.2. ТЕШ! Bar Saat 















"for 
MATRIC, 










—— à 
Post coupon 
for the GUIDE . 
TO CAREERS 
NOW! and so 
take the first 
great step to С 
Success. К 3 


OFFICE EQUIPMENT 





EDIPHONE 
Aids War Effort 


j One of the largest engineering firms | | 
in the country: ‘engaged almost || 
] exclusively on work of national |: 
] importance says? ^ E 
| We have very urgent and import- 
| ant contracts. for the Admiralty, 
| the Air Ministry and the Ministry 
of Supply, and as the general 
foutrol ef this organisation is | 
vested im ihe Ediphone equipment | | 
installed here; it as: of the utmost 
importance for the maintcnasice of 
our output.” 









The Ediphone is now more than || 
ever required to speed the out- || 
| 


put of urgent war production, 
and since supplies are now 
limited weshall be glad to know | 
of any equipment that is not 
being. used to its fullest extent. 



















EDI PHON Е SYSTEM OF 


THOMAS A. EDISON LIMITED 


Victoria House, Southampton Row, || 
| London, М.С.1 Tel.: HOLborn 9988 


| Branches and Dealers. in all principal cities 


| station to he 


1 system 


| trolled from a Master 


| Master and Secondary Clocks, 


HE 





44. 
совае of a small portable 24-hour 
; clock, and keys located at every 


Time impres 
revolving 


visited, 
sions are taken upon a 
paper dial inside the clock. 

PUBLIC ADDRESS (SOUND) 
EQUIPMENT : The Magneta Sound 
comprises microphone 
control box, loud-speakers, 
(output according to the number 
tvpe of speakers required), 
spotters’ centrol box with 
switch, and gramophone and 
relay ипи. This system of sound 


broadcast is now widely used in fac- | 
control, | 
| 


tories and offices for А. К.Р. 


time signals, fire alarms, staff loca- | 
tion, music m workshops, speech 
transmission, etc, and in ships for | 


conveying emer gency instructions to 


| passengers and crew. 


SIGNATURE RECORDER: 


speci- 


‘ally suitable for office staff and small 


Time is printed by the move- 
ment of a lever which automatically 
opens an aperture ready for the sig- 
nature to be inscribed. Supplied 
either as an independent unit, or in- 
corporated in an installation con- 
Clock. 
MAGNETA Synchronous 


firms, 


Electric 
Pro- 


|| gramme Instruments, Relays, Control 
| Panels, Trickle Chargers. etc, 


(See announcement, pages 33 aud 64) 
MANIFOLDIA LTD. Australia 
House, London, W.C.2. 
C.V.S. FILING EQUIPMENT : 
is a new system handled by the above 


| firm, who claim that for accessibility 


and génera! value it cannot be beaten: 

Folders fit into permanent "pockets" 
in the drawers, and these pockets are 
linked together so that they cannot 
get out of order. 


MILNERS’ SAFE CO. LTD. 21 


; Hampstead Lane, Highgate Village. 


London, N.6. 


MANUFACTURERS OF : safes, | 
| strong rooms, steel office and factory | 
| equipment, including filing cabinets, 


! cupboards, card index cabinets, desks, 


tables, lockers, ове shelving, bins, 
ete., also steel rolling shutters, 
(5e с GLO eme nt, Раде 44) 





and | 
amplifier | 
and | 
roof- | 
priority | 
radio | 


BUSINESS for 
















CALCULATORS. 


LIMITED 


Governing Director: A, E. LOW 


Have 
facilities 
| fo 
| repairing 
| and 
reconditioning 
| customers’ 
own 
Adding, 
Calculating 
and 
Accounting 
Machines 











Li 


52-6 OSNABURGH ST. 
LONDON, N.W.I 
Phone : EUSton 5135-6 











@ NO PURCHASE TAX. 
е PRE-SHRUNK MATERIALS BY "RIGMEL. 
Ф TAILORED STYLES. 

e LONGEST COUPON.LIFE. 
€ FACTORIES EQUIPPED AT SHORT NOTICE. 


SUPERCRAFT of OLDHAM 


MAKERS OF GOOD OVERALLS 


К 


Boiler Suits - Khaki Coats 

White Coats - Bib and Brace. 

Overalls - Ladies’ Fully- - 

Fashioned Tie-Backs, Ccats, 
etc. 





SUPERCRAF! (Garments LTD. 
. WRIGLEY STREET, OLDHAM 
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А convenience you owe yourself 


LOO Cary, 


Extra work, short staff and in- 
areasing responsibilities make 
othe Loudspeaker - phone a 
sogreater convenience than ever 
vto every man in: an executive 
position. Not jist another irri. 
^tating telephone but a system 
specially devised for your per- 
sonal convenience, A sensitive 
“mike” transmits your voice to 
distant extensions from any 
part of your office, You can 
hold: a conference at the flick 


WEBB'S RADIO (Dept. 2), 14 SOHO ST., London, W.1, 





of à switch—speak to two or 
half-a-dozen people at the same 
time as easily as if they were 
in the room, There рге no ex- 
change delays or “ engaged " 
lines. Voice reproduction іє 
clear and audible up to 50 ft. 
from the unit. Extremely simple 
to instali. Send to-day for 
complete specification, 

A limited number oniy available- 
Price £12 106. with one extension. 
Additional extensions, 37 &. бе .each 


GER 2089 





We shall be pleased to send 
you a copy of our booklet on 
the war-time care of your 


typewriters. 


Imperial Typewriter Co. Ltd. (Dept. 7) Leicester» 

















“CHARTERHOUSE” 
REVOLVING TRAYS 
(Patent applied for) 


just .as necessary in the Office or Works ag. x 
Calculating Machine or a Costing System. They 


enable the busy worker to deal with papers systeme 
atically, and are always handy but never in the way, 


SAVE SPACE: AND KEEP THE DESK TN 


TEEL TRAYS 134 X 9) X $i Ine. 
ILLUSTRATION SHOWS TRAY DETACHED. 


EACH TRAY IS EASILY: DETACHABLE АМ 
INTERCHANGEABLE 


SUPPLIED ALSO IN OAK . 
C. W. CAVE & CO LTD 


Radiant Works 


BARNSBURY PARK - LONDON, мл 
Telephone з NOR 4457 
















BURGESS PRODUCTS COMPANY 
Acoustical Division, HINCKLEY, LEiOs  Phose: Hj 
London Office: 72,. Horseferry Road, SAL Phone: 
Scottish Rep.: В. McCartney & Co. 142 Queen I ; 
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THE NEW. MODEL 


«JUNIOR» 


ordigrap 
ROTARY REPRODUCER 


«+ + has been specially designed with the 
object of conserving materials, time and 
labour, such vital factors at this period. 
Produced at a low selling price to meet 
the wartime needs of all concerns, large > 
or small. 





Ф 


This model gives the high standard of 
SPEED and EFFICIENCY required of all 
machines engaged on work of NATIONAL 
IMPORTANCE. 
» ALWAYS. READY. FOR IMMEDIATE USE 
NO. INKS, STENCILS, GELATINE OR CLAY 


SPEEDIER' DRAWINGS, LETTERS, ORDERS 
“PERFECT REGISTRATION ON PRINTED FORMS 


"MANUFACTURERS : FRANK R. FORD ИМТ 


<<< <<<<<<<<< <<<<<<<<<<<<< 


HEAD: OFFICE & WORKS : ALSO AT 
FORDI WORKS LONDON 
“SYDENHAM ROAD ш 
$РАВКВАООК : 
[MANCHESTER 


“BIRMINGHAM, H 


»»»»»» 


<<<<<< 





<<<<<< 


<<<<<<<<<<<<<<<<<<<<<<<<<< << 


BUSINESS for 
MOORE'S. MODERN METHODS. 





LTD, 19/3 Farringdon Stree 
m Е.С.4, с 


LOOSE - LEAF _ RECORDS: 
| Official regulations continue to call 
for multifarious records, гај, ration 


| registers, A.R.P, forms, fire guard 
н personnel records, coal contract 
i registers, etc, 


MACHINE ACCOUNTING 


|: EQUIPMENT : “Specialised stationery 
| and equipment includes the Super- 
| Fleet Tray, which provides the 
maximum inside working. capacity. 


THE NATIONAL CASH RE. 


| GISTER CO. LTD., 206-216 Maryle- 
‚ bone Road, London, N.W.1, 


ACCOUNTING MACHINES : the 


| well-known ^ National accounting 
: machine, Class. 3,000, embodying the 
| full automatic keyboard and type- 
| writer keyboard, is in: use in large 


numbers of armament shadow fac- 
tories, and in firms supplying equip- 
ment for the Forces, Limited de- 


liveries are being made to essential 


priority industries, 
The new Class 2,000 posting 


| machine which was announced just 
| prior to the war, has aroused con- 


siderable interest, Some of the 
unique features and advantages with 
which this machine is equipped are: 
(a) All records (ie, ledger, state- 
ment, or duplicate statement, 
and journal | sheet) are ш. 
original ribbon prints. 
(b) There is no tabulating carriage. 
(c) АП records are automatically 
aligned, Simplicity and speed 
of alignment are common to 
several machines, but this is 
the first time that amtomatic 
alignment Has been provided, 
(d) The machine is capable of av 
wide automatic analysis while 
posting sales by areas or main 
groups. 

(e) The posting speed of the 
machine is definitely greater 
than any previous machine 
available. 

(See announcement, page 7) 





THREE OR MORE... 





The Trade Mark DEFINAC 





supersedes the name "Definitive." 


The Definac Organiser will show you how to synchronise three or 
more records into ONE posting operation. You will get through 
increased work with a depleted staff---and know that the result is as 
correct as your figures are up-to-date. 

In the WAGES SECTION, Employee's Record, the week's Pay Rolf 
and Credit Slips are produced by ONE entry... The LEDGER CLERKS 
enter Day-Book, Ledger Account, Statement and Statistics by ONE 
stroke of the pen. 


DEFINAC Equipment means accuracy with SPEED. 


Ring for particulars FINchley 5333. 


DEFINAC LIMITED 


42 CHESSINGTON AVE, LONDON, N.3 
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OXFORD WOODCRAFT LTD. 
474 Cowley Road, Oxford, 

"SIMPLEX " and “ ADAPTA” 
chairs and tables and industrial seat- 
ing. of all kinds in "wood. Best 
quality hardwoods only are. used and 
videri or folding models are éare- 
fully designed. Large quantities in 
stock. : | 
GALO” 
terials are made by an asso- 
company, Gasproof ‘Appliances 


















ate 
carried for immediate’ deliveries. 
(See announcement, page 63) 


POWERS-SAMAS . ACCOUNT- 
ING. MACHINES LTD, Powers- 
» Samas: House, Holborn Bars, E.C.1. 
`e POWERS’. PUNCHED CARD 
ACCOUNTING MACHINES : 
Powers’ equipment is being exten- 
sively adopted in all cases where the 
mechanisation. of accounting and 
costing work has become imperative 
owing to the increasing shortage of 
o clerical labour. With the exception 
“cot perforating the cards, which is 
: tebi fished by junior female staf, 

all othe work “is performed by 
machines: at machine speed and with 
mechanical precision, 
owide range is available. 
IAND AND AUTOMATIC KEY 
CHES : for preparing the per- 
nent, unalterable records by per- 
g holes in the Powers’ cards. 
IAND AND AUTOMATIC VERI- 
S 5 jor mechanically checking 
the accuracy of the punching, 

REPRODUCING PUNCHES : for 
ihe automatic reproduction of the 
punching from one set of cards into 
another set of cards, 

POWERS' INTERPRETER : íor 
automatically translating the hotes 
punched in a Powers’ card into plain 
(figuresand printing them on the card. 

‘POWERS’ INTERPOLATOR : for 
the rapid "automatic comparing, 
matching and grouping rà segregating 
of sets of punched card 

POWERS' STERLING MULTI- 

PLYING PUNCH : for the auto- 
automatic multiplication of sterling 
amounts (without — decimalisation) 
punched into the Powers’ cards and 
ihe punching into them of the result- 
ant quotient, 
POWERS’ AUTOMATIC 
SORTER : for the automatic group- 
ing (at a speed of 400 cards per 
типше) of the punched cards into 
groups of similar classification—the 
е being arranged in nu- 
merical (or alphabetical) sequence. 

POWERS' PRINTING  TABU- 
LATOR: mechanically produces а 
type of tabulator required from the 
punched cards, “printing alphabetical 














designations: and adding, subtracting 


and printing totals as required, 
(Sec announce етен; page 22) 


GAS-PROOF UNITS | 


Ltd, and here again a large stock is 
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Telematic & Chr dhom 
Production Control 
for Increased Outp 


The following Services may be 
inter-linked or install ed separately 











Telematic Telephone Service |n 


Gets more Output from your Factory bec 


1. Helps your Managers and Foremen to “| 

2. Settles Works Queries at a distance as if on 

3 Contacts the ‘wanted man" for. certain. wherew 
may be ; 

4. Interlocks all key executives for issuing and 

instructions throughout any part of the мог 













Takes out much of the stress rand strain under War 
conditions by 

Actual Speech through a Microphone for 

1. Immediate verbal instructions to any member at your 
staff 

2. Special talks to workerse-collectively 

3, Control, direction and management of employees. 

ing Air Raids 


Music from Records and Radio for 
1. Banishing fatigue of workers. - 
2. Helping to keep output up to schedule 
3. Cheering workers during Air Raids 





Chronomatic Service 
stents cii a 
Through Time Control by a Master Clock 


1. Shows correct synchronised time at all points 
2. Automatically operates starting and stopping signals 
3. Records fool-proof attendance times 

4. Exposes Production and Idle Times on Jobs 





All Services are 
inspection and maintenance upkeep, 
engineers, operating from ten companies and their 
branches throughout the country 


installed on a Rental basis, inclusive of regular 
by our own staff of expert 
subsidiary 


Ask us to put you in touch with our nearest Company and to 
show you how easily we can fit any or alf of these services 
into your Production efforts 


Telephone Rentals Ltd. 
The Abbey, Beckenham, Kent. 


Telephone 
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: Qu FIRE EXTING- 
| UISHER : + soda-acid type; range of 
Cif break-bottle" and — "tvrnover* 

| models of ,two gallons capacity; par- 
ticularly’ effective on freely burning 
| materials, 


CANTEENS 

FACTORIES. 

OFFICES, ETC. 
ETC. 


We will gladly . send. an 

expert to discuss your 

canteen, factory, or office 

flooring problem . . . any- 

where... any time. No 

obligation. Please write 
to: -— 


The Great Metropolitan Flooring CE 
73, Kinnerton 5t. SWL a 0047 {T hres} 





“ Conquest" exting- 
der illustrating the dual- 
purpose nozzle fitted. 


UPRBYRENE^ 
NOZZLES: 
all 


DUAL-PURPOSE 
are designed for use with 
types of " Conquest". “ break- 





bottle” and “ turnover " soda-acid ex- 
. tinguishers. Nozzles now in use can 

s hide Я ` easily be converted. 
pecialists in: | “PYRENE” FIRE EXTING- 
| UISHER :  double-ac ting rotating 
: CHANGE- OVER SCHEMES | pump projects powerful continuous 
ЕҢ EMERGENCY PRODUCTION | jet of fire-killing liquid, converted 
i i into heavy cohesive vapour оп 


Ш 


coming into contact with flames; par- 


AN | ticularly suitable for protection of 
| SHOP PL NING | motor vehicles; safe against. high 
i iei WEST | voltage electrical short circuits. 


“Standard” and “ Junior.” 
" PHOMENE" FIRE EXTING- 


| UISHER : projects dense blanket of 


: | | foam which rapidly spreads over 
Record of Fine Achievements’ surface of blazing liquids; com- 


behind us pletely extinguishes flames. Operates 
Бу simply hd turned upside down; 


m DESIGNS F ae 


qi & TOOL EXPERTS. 


gallon engines. 


5 PYRENE " EVERYWAY HOSE 
; REEL : specially designed universal 
: pulley enables hose to be run out in 
any direction. — 


_ ERST STREET - WOLVERHAMPTON 
TELEPHONE — 23323 


‘and 


BUSINESS for 


n PYRENE" FOAM - MAKING 
BRANCHPIPE x portable unit gen- 
erates " mechanical" foam in large 
quantities. E.B2 model deals with 
blazing oil, spirits, industrial alcohols 
and solvents; capacity, 450 gallons vf 
foam per minute. Used by N.F.S 

"UPYRENE" CO2 GAS FIRE : 
PROTECTION installations for sub- 
stations, transformers, 
ovens and other major fire risks 
where instant extinction is necessary. 
CO2 is non-damaging. 

(See announcement, page 41) 


R.A.L, LIMITED, 41 Furnival St., 
London, E.C.4. 

COIN COUNTING, CHANGE 
GIVING AND WAGES PAYING 
MACHINES : suppliers of Inter- 
national coin counting equipment, also 
service agents and suppliers of wages" 
paving and change-giving machines. 


RELIANCE TELEPHONE CO. 
LTD., 39-41 Parker Street, W.C.2. 

RELIANCE LOUD - SPEAKER 
TELEPHONES : enable you to com- 
municate with any department by 
merelv throwing a key and speaking, 
without having to hold the telephone. 

LOUD - SPEAKING, NON - 
DIALLING TELEPHONES: the 
convenience of a private automatic 
telephone system becomes even more 
marked if loud-speaking telephones 
are installed, 

REMINGTON ACCOUNTING 
MACHINES, Commonwealth House, 
1-19 New Oxford Street, London, 
У.С. 


REMINGTON MODEL No. 20: 
for accounting work, Small firms 
can use this machine for statements, 
ledger posting, receipts, cash book 
and a variety of other work. «Front 
back feed, electric carriage 
return, if desired; date-printing key 
and many other features. 

REMINGTON MODEL No. 86, 
ALL-ELECTRIC DUAL CROSS 
ACCOUNTING MACHINE : latest 
of the Remington accounting machines 
range. for a variety of accounting 
work, ae 

.REMINGTON MODEL >No. 82 
ALL-ELECTRIC FANFOLD 
MACHINE : used extensively ior m- 
voicing and work where a number of 
carbon copies is required, 

REMINGTON.“ DALTON " ADD- 
ING AND LISTING MACHINES : 
for the addition-of £ s. d. key 
keyboard, Manual or electric. 

REMINGTON “MONARCH " 
ADDING AND LISTING MACH- 
INES : for the addition of whole 
numbers, 1i0-kev keyboard, Manual 
or electric, 

REMINGTON " PRINTING CAL- 
CULATOR ": the only eombined 
numeral adding and listing machine 
capable of multiplication and auto- 
matic division, 


enamelling =< 





| SEPTEMBER, 1942 


= TYPEWRITERS : Remington 
Noiseless Standard; made in Canada. 
Ts equipped with every known up-to- 


date device. Patented noiseless 
, action. 
Noiseless Portables: 88-character 


keyboard; all operating features of 
Remington Noiseless Standard. 
Rand Portable: with new short- 
type bar action with star-wheel 
escap&ment; complete in all features. 
Streamline No. gT: made in 
Canada. Has every feature of the 
standard machine in compact, portable 


5C $orm. 


Streamline No. 5: similar to above 
but with five-space paragraph key in 
place of complete tabulator. 

„Кешене: made in Canada. Standard 

, keyboard and all essential operating 
г features, 


с RUBERY, OWEN 6 CO., LTD. 
Darlaston, South Staffs. 

FILING - CABINETS : standard 
type, four drawers fitted with oxi- 
dised card holders and handles; 
-yoller suspension arms. Quarto and 


|EVERY BUSINESS 
Needs a Duplicat: 


 .fgolscap models, Automatic locking . 


device’ extra. Plan filing cabinets : 
for engineers, architects, etc. ; protect 
drawings, etc, from dust, vermin, 
damp; Standard units—six or eight 
drawers, each with hood at back, 
double-hinged | compressor-flap at 
front to «prevent. drawings curling. 

STEEL SHELVING : adjustable 
and interchangeable; backs, parti- 
tions, bin fronts and dividers easily 


added. Erected to meet all usual 
‘shelving requirements, 
RUTHURSTAT, LTD. 12/13 
Astor House, Aldwych, London, 
W.C. | 
FACSIMILE REPRODUCING | 
APPARATUS copies plans, docu- 
ments, correspondence, printed 


4matter, ete, by photographic process, 
but without need for dark-room or 
skilled operators... — .. 
MAMMOTH MODEL takes ori- 
ginals up to 42 by 32 in; Has vacuum- 


pressure frame, automatic timing. 
retractable filter, etc. 
DOUBLE IMPERIAL : copying 


capacity 30 by 221п., which is as big 
as normally. required. 
(See announcement, Page 42) 


SANKEY - SHELDON, Stroud 
Court, Eynsham, near Oxford. Show- 
rooms: 46 Cannon Street, London, 
E.C.4. 

SANKEY - SHELDON STEEL 
EQUIPMENT : primarily engaged on 
priority work, the firm is recording 
a great success with sectional steel 
partitions for works апі offices. 
These are designed to form various 
types of rooms or enclosures which 
can readily be altered or removed to 
meet continually varying require- 
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| DUPLICATOR CO. LTD., ASTOR HOUSE, ALDWYCH, W 


‘Phone: Нор, 5365. 





OFFICE EQUIPMENT. 


t titt i prit 







No protess or appliance has yet eer 
devised or invented. to produce mor 
perfect Duplicating than Ellams ra 
Duplicating appliances. 

For nearly 50 years the resources. 
money and scientific. personnel of 


Ellams Carbon Papers ac 
larity some forty years age 
were the first Carbon Pa 
World. to Бе clean to. har 
smudgeless in operation. 
To-day these things are. taken 
granted and the outstanding at 
which causes so many users to dosi 
Ellams Carbons is Economy - 

cheapness in first cost but i 
you can use them time апо time 
They will still be giving 


of Carbons 
(although. not grea 
price; have had their day 


Write for full informath 








ments. They are strong, rigid, 
hygienic and fire-resisting and embody 
exclusive patented features. 

These steel, partitions are stocked 
in a variety of standard sections of 
various! sizes, similar standard parts 
being interchangeable to meet most 
partitioning requirements. 

ADJUSTABLE STEEL BINS: 
for classified storage of tools and 
equipment can easily be erected from 
standard parts to any size. АН 
shelves have inch-by-inch adjustment 
and are reinforced to carry big loads. 

The standard cornice - height 
“Office Type” sections are 7 ft. high 
and vary between 2 ft. бп and уН. 
in width. 

(See announcement, Cover їй) 


SELDEX LTD, Seldex У 
Dulverton Rd., Witton, Birming 
“SELDEX " HINGE 
EQUIPMENT : Incorporat 
original patent steel clip l 
ended ona spring steel bar 
"SELDEX ” POCKET 
MENT : provides for 
or sheets being contained in a t 
pocket with а celluloid 
fixed to the visible edge. 

CABINET EQUIPMENTS 
from single tray unit conta 
multiple tray cabinets, E 
capacities of б, r2 and 15 4 
сар SELDEX " NON - CABINET 
EQUIPMENT : consists of panels @ 

the wall or desk pattern 
(See announcement, pide 


уб. 
CARD 








EQUIP 
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_ THE SHANNON LTD, Shannon 
Comer, New Maldon, Surrey. 


THE SHANNOGRAPH : is prov- 
ing its worth undér war conditions. 
Faults inherent in ordinary fling— 
folders hidden bécause of slipping or 
riding, or untidily filed correpond- 
ence, misplaced folders, correspond- 
ence misfiled, broken tabs, dog-eared 
guides, are unknown in the Shanno- 
graph system. The folders are sus- 
pended from a frame, with hangers 
taking the weight of the contents. 
Folders cannot slip. The follower 
block may be removed to increase the 
filing space. Indexing is on the full 
vision flat top of every folder, conse- 
quently guides are unnecessary. In- 
dexing is impossible. Frames fit any 


standard filing cabinet or most deep 
desk drawers, 





The “ Shannograph " clear- 
vision, filing system 


SHANNOBLIC SUSPENSION 
FILING SYSTEM: An alternative 
system employing the advantages of 
suspended filing but without the 
visible edge. ^ Special transparent 
index tabs, angled to catch the eve, 
are adjustable to any one of five 
positions (six on foolscap folders). 


SHANNOBLIC DESK TOP UNIT: 
"This compact unit, olive green finish, 
contains 20 Shannoblic suspended 
folders; foolscap or quarto, and is de- 
signed for nse on desk tops or emer- 
gency desk tables, or as an additional 
- filing drawer wherever filing space is 
mitet i 

SHANNON VISIBLE RECORD 
SYSTEM : eliminates — bottle-necks 
aud increases output, Cards are firmly 
and individually secured, vet move 
freely on rustproof hinges. 

SHANNON FURNITURE: war 
demands have meant the practical 
elimination of luxury pieces, but 
Shannon can still süpply office desks 
and furniture “tailored” to suit 
modern office needs, 


See announcement, page 36) 


50... 
W.: Н, SMITH & SON LTD. 


don, SEL 

ALACRA“ PINWHEEL: for 
continuous stationery is being increas- 
ingly used for tabulating machines, 
teleprinters-and addressing machines, 
as well as for typewritten and hand- 
written work, There is no doubt 
that, apart from time saving, there 
is a very definite beneficial effect on 
workers whose jobs are aided in such 
a manner. Increased tidiness, im- 
proved accuracy, builds up office effi- 
ciency, and a feeling of pride in the 
job and pride in the office on the part 
of the staf is a major asset to any 
commercial undertaking. 

The method of punching small 
holes on the outer edges of forms 
and passing them over the “ Alacra” 
Pinwheel assures that the forms shall 
progress through the machine quickly 
thereby inereasing, output by as much 
as 60 per cent. 

The “ Alacra” Pinwheel also keeps 
the form in mathematically correct 
position, prevents any tendency of the 
forms to shift and ensures clear 
carbon copies. ЇЕ also enables errors 
to be erased quickly and cleanly and 
re-typed exactly. 

Much time and money can be lost 
by illegible documents, and this last 
detail becomes very important. 

(See announcement, page 37) 


SMITH PREMIER TYPE - 
WRITER CO. LTD., Commonwealth 
House, 1 New Oxford Street, London, 
W.C.1. 

SMITH PREMIER (PORTABLE) 
No, 11: combining every known 
improvement and refinement, includ- 
ing 5-stop tab, 88 characters, standard 
size platen, star-wheel escapement, 
automatic ribbon reverse, triple line 
spacer and chromium-plate fittings. 
Keyboard vibration eliminated, 


CLASSIFIED 
ADVERTISEMENTS 


FOR SALE 


Toilet Paper. rolis, packs and packets. Limited 
suppies avarable to industrial buyers. Foster, 
6 Lower Ormond Street, Manchester 1. 

















OFFICE EQUIPMENT FOR SALE 





cluding Filing Cabinets, Desks, 
Cabinets, ete. Also Plan Cabinets, New 
Secondhand, at Lowest  Prices.— Write 
Catalogue. The Miscellaneous Trading .Co., 
Ltd.,134-5 High Holborn, W.C.1. Holborn 4894," 


SACKS 
Sacks and Bags for all purposes. John Braydon, 


Ltd.. 32 Aylmer Parade, N.2. Telephone: 
MOUntview 1137/8 London's Largest Holders, 








TIME RECORDERS 


345, BUSINESS, 
Street, E.C.& 


Whitefriars House, Tallis 


, executive 





-© BUSINESS for - 


PORTABLES “STREAMLINE " 
5.& БТ : this portable model has all 
the features of a standard machine. 
A standard machine in miniature, It 
is now manufactured in our Canadian 
factory and the following are the- 
special additional features that have 
been incorporated: long line space 
lever, touch control, crackle finish and 
streamline body. Difference between 
5 and 5 T models: latter has 5-stop 
adjustable tab for statistical work, 
former an automatic s-stop para- 
graph key (operates withont setting 
of stops). 

S.P. JUNIOR PORTABLE: fuil 
standard — keyboard, English only, 
crackle finish, glareless keys. Weight, 
with carrying case, 11 lb. 

SMITH'S ENGLISH CLOCKS 
LTD., Cricklewood Works, London, 
N.W 2, З 

“SECTRIC” SYNCHRONOUS 
ELECTRIC CLOCKS : harness the 
entire organisation of a firm to the 
accuracy of А.С. mains-controlled 
time, Master clocks and individual 
clocks of a wide range of styles for 
and general offices and 





factory, 

"SECTRIC" TIME RECORDERS: 
mains-controlled time adapted to em- 
ployee and other time recording, 

(See announcement, page 41) 

STANDARD OFFICE SUPPLIES 

CO. 57 Farringdon Road, London, 


CA. ‚ 

"WAXCRAFT" Carbon Paper 
represents a notable development in 
the manufacture of carbon paper. Its 
basic factor is that the back of the 
carbon paper has been coated with a 
special preparation which gives it a 
glossy waxed surface, and this treat- 
ment undoubtedly more than doubles , 
the strength, giving a very big in- 
crease in wearing power. A carbon 





| No Man Know Too Much ; 
| Or His Propuct 






For the close scrutiny of every von- 
ctivable object, metals, tools, fabrics, 3 
fibres, minerals, precious stones, paint, p 
ginis manuscripts, biologica) алб 

botanical specimens, cutting edges, 

fractured surfaces, raw materials, and 
.immumerable other purposes, the 

“ULTRA LENS u invaluable, and pre- 
yenis п many instances huherto um 
Suspectedsdata, which can be used to 
advantage 


he price is £3-17-6 complete 
за ease with spare bulb. 
attery and transparent 
«neasuring scale. 


The Ultra Lens Company, 
f RICHARD BOCK j 
| BRITISH NADE 37 Finsbury Cort, Finsbury Pavement, 
Fully стріт London, E.C.2 

D leaflet on request. ~ 























Actual size EAE 












Phone Clerkenwell 1898. 
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[TAYLORS z^; TYPEWRITEI 


Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorders, | 
d 





and Al! Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 
SAVE TIME—HIRE AN ADDER FOR STORER TARING 


ADDOGRAPH HIGHEST PRICES PAID for ES 


"ing cine Ey alf Makes of Modern Dore ОЛА 
Office Machinery: ss one s vs gene, 
Adders, Msc : 
Calculators, ^ VISIBLE 
Pa Cashiers, 'S1 
usus  Addressers, 


add {тош id. 1 


add from 1d; to £09, 999 19s. 11$d, 
d electric models with or without 


: subtraction and wide paper. carriages. H 
No Modern Office can afford to be up ica ors 
З without one, , 
MORE ERRORS—JUBT USE THE at с 
UARANTEED AUDOMETER Typewriters, 

tomatic Addition & Subtraction, 


ore the books. For Decimal gr S g 
‘Figures and. Peet and Inches,ete. t | 
ee ares 


Н POCKET OR DESK, 
imple Anyone can use it, 


and Furniture 


USE ORDINARY STA 


| WANTED SAVE 80% IN POST NC TIN | 


n Plush-ined, dücoid case, FOR And jet your business-g 
like personal letters w 


? W 8; Маар xi ve A 95/- et free 
[When ordering. state for what purpose h si ihe 
required, Also a cheaper pocket Adder for N AT lO NAL SERVICE Mtis Cheaper aud gu 
4 k ali stamps 


ordinary figures 'and Indian money, in "ns 
case, '30/« past free. marker, Д 
i counted. in one operation, 


T urn Yo ur and. guaranteed, 
ROTARY CALCULATONMS 
SURPLUS ALL MAKES 


de - OFFICE EQUIPMENT 
ELIMINATE LOSS AND FRAUD BY INTO CASH 


USING A “SAFEGUARD” THE BEST 
CHEQUE PROTECTOR апа. 


iged by leading Banks and firms, Do you 
realise that an altered cheque is your т 
own. liability? Price £12 125. H ar or PL a өн. ia 
makes: of Cheque Writers at half Ip th t 
сыбай prices, Ask for list. e e А ie de se m à 
 - TEMPORARY TYPISTS 5E 


"phone: Holborn 3793, or write : ^ 
74 CHANCERY LANE (Holborn | 


TAYLORS TYPEWRITER MARKET &atMaidenhead. London, ' 





RR и 








OFFICE EQUIPMENT 


paper which lasts longer in these days. 


“48 of interest both from efficiency. and 
economy. . The treatment increases 
the sharpness of impressions through- 
out the life оѓ: е carbon. Wax- 
craft carbon paper has а non- 
smudging surface; it will not rub off 
in handling, пог will the carbon copy 
itself smudge. The carbon is supplied 
in light, standard ànd heavy weights 
for taking from 1 to 10 copies at one 
operation, and made in colours black 
апа” purple. A large number of 
business houses have already adopted 
Waxcraft Carbon Paper exclusively 
with very satisfactory results. Fuil 
details and samples are available, 
(See announcement, page 40) 
ree : CHAIR СО, (53D) 

TD, Lodge Causeway, Fishpon 
Bristol, 

The TAN:SAD System of Scientific 
Seating has naturally taken a prom- 
inent part in the establishment of 
improved conditions for seated 
workers in the war industry. 
Healthier workers and a higher pro- 
duction point is; the achievement 
made possible by the fine range of 
Tan-Sad. Industrial. Health Chairs, 
among which the '* SILVER KING " 
High Production Work Chair is a 
notable example. 

Many hundreds of thousands of 
this fine job fitted with wire con- 
tainer for gas mask, and small per- 
sonal articles, are in. use in war 
factories throughout the country, 

(See announcement, page 6) 


_ TELEPHONE RENTALS LTD, 
The Abbey, Bec , Kent, 
. Three services which inter-link for 
production control and its consequent 
increase in factory output, 
PX TELEMATIC " SERVICE : 
directly connects all key executives 
for issuing and receiving instructions 
ас any moment with absolute cer- 
дапу, wherever the executive may 
be located within the factory. It is 
a complete inter-departmental tele- 
phone. service providing from 2 to 
5:800 lines of communication. 
< Design depends upon the size of 
| the installation. Keys are provided 
<= up to sixteen instruments and dials, 
^ Operating through a private automatic 









chiefs, — — 
EET cios 


ING MACHINE: is 
‘operated and has output of 125 per 


loud-speakers within the factory 
provides the following facilities: (1) 
Speech through microphone for 
direct contact with staff; for special 
announcements; and for control 
during air raids and fire alarms. (2) 
Music, (3) Special signals; air raid 
alerts, К 

“ CHROMATIC ” SERVICE: 
Under the control of a master clock 
are clocks, automatics, stopping and 
starting signals, attendance and job 
recorders, Times are synchronised 
throughout the factory. 

(See announcement, page 47) 

UNDERWOOD ELLIOTT 
FISHER LTD., 55 Greek Street, 
London, W.1. 

ADDING MACHINES : The latest 
deliveries received under Lease-Lend 
comprise the new Streamlined Quiet 


Model. 

* SUNDSTRAND" ACCOUNT- 
ING MACHINES: Models range 
from the simple Single Register 
Portable Electric Book-keeping 
Machine through the Class “A” 
Duplex Machine equipped with 


several new automatic features right 
up to Classes C and D, the latter 
with many new features all controlled 
automatically, 

UNDERWOOD AND ELLIOTT 
FISHER : Two further complete 
ranges of Accounting Machines still 
pre-eminent іп «their respective 
spheres. 

UNIVERSAL POSTAL FRANK- 
ERS, LTD, 1-7 Canonbury Street, 
Essex Road, London, N.1. 

POSTAL FRANKING MACH- 
INES : in various size models from 
an inexpensive hand-operated machine 
to the high-speed machines with 
semi-automatic feeding, sealing and 
stacking devices. 

“MIDGET” MODEL : provides 
limited number of postal values, gen- 
erally between 4d. and rs, at user's 
option. Speed of operation is up to 
2,500 frankings per hour. Midget is 
available with 2, 3 or 5 denominations. 

THE “ JUNIOR MULTI- 
VALUE”: prints any of the 23 
denominations up to 114d. at one im- 
pression. It handles all sizes of 
envelopes, and thicknesses up to 4 in. 
Labels can be franked for parcels, 

THE “ MULTI-VALUE ”: prints 
all denominations of postage up<to 
20s. 114d. in one impression, It is 
similar to “Junior,” but both hand 


‚апа electric models have automatic 


trip. 

PITNEY-BOWES MODELS: elec- 
trically operated machines for frank- 
ing and sealing simultaneously or 


. separately, 


Latest development is the introduc- 
tion of the label attachment for 
dealing with bulky packets or parcels 

UNIVERSAL ENVELOPE SEAL- 
electrically 


minute for all lengths of envelope 


BUSINESS for 
up to zin, and will automatically 
feed, separate, closé-and'seal in-one 
operation. ` Dx 

(See announcement, page’ a7)- 

VALOR CO. LTD, Bromford, 
Birmingham, 24, i е 

STEEL OFFICE EQUIPMENT: . 
Production at present confined entirely 
to priority orders, | 

WEBB'S RADIO, 14 Soho Street, 
London, W.1. 5 

INTER-OFFICE COMMUNICA- 
TION : This logical development of 
radio telephony has been adapted for 
use in all modern business. layouts 
and provides a ready means of contact 
between manager and subordinate. 

The system consists of a “ master” 
telephone and loud-speaker set with 
which are linked up to six subsidiary 
sets placed in the various departments 
as required. By their means a chief 
executive can call and ‘converse: with 
one or all of the “ Extension. Units,” 
holding a conference by this means: 
if he wishes, without upsetting office 
routine and without going through 
any exchange. He, in turn, may be 
called, unless he “closes down” for 
any purpose, by any department in 
need of his immediate decision, Con- 
versations in any of the rooms in 
which units are fixed may be recorded 
from an Extension Unit in another 
office if desired, 

Conversation may be carried on up 
to 50 feet away from the unit and 
perfectly ordinary tones, with faith- 
ful reproduction throughout the 
building. The cost of installation is 
not unduly high and running costs are 
negligible. Pg. 

(See announcement, page 45). 

JAMES WILKES LTD, Moxley 
Road Works, Bilston, Stalls. — | 

WILKES COMMERCIAL AND 
INDUSTRIAL PRINTING is being 
used in many hundreds of works and 
offices, to control the production and... 
accountancy involved in todays. 
accelerated production, I 

Their range of products in thé in- 
dustrial field. covers Works: Order 
Systems, Time. and Piece Work 
Cards, Stock Control Systems, Plan- 
ning and Progress Records, and indi- 
vidually printed Duplicate: Books. 

For commercial and accounting 
purposes, Wilkes: manufacture Mul- 
tiple’ Sheet Sets of Systems Forms, 
Continuous — Interfold | Stationery, 
Loose Leaf. Accounting Systems, 
Stationery -for mechanised | book- 
keeping and тапу other styles of 
printed forms for office use, — 

WILKES' LETTERFORMS require 
no envelopes. They are.a war-time 
product of this firm, and are made 
in two popular. sizes, . Practically 
the whole output. of Wilkes’ - fac- 
tories is devoted to firms engaged on 





priority or essehtial works. 
(See announcement, page 39) 
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LIGHTING | 


Planned | Lighting: "Económy 
Will Save Nation's Fuel 


AHERE are two ways of saving, 
whatever may be the particular 
commodity concerned, In the first 
and -unéconomic way, a straight- 
forward all-round cut сап be made 
in every use of that commodity, The 
correct method is fo make the best 
possible use of whatever amount is 
available, restricting some items 
drastically and retaining essential 
items. at their full value. 
“To-day, with the drastic need to 
коон in fuel, lighting, аз one of 
the largest uses of fuel, claims imme- 
diate attention. No doubt some 
people will choose the simple pro- 
cedure ‘of cutting down the number 
ot the size of their lamps all round, 
probably leaving themselves in a 
gloomy twilight. 
"The only wise course will be to 
“select the places. where light is im- 
portant. and maintain the lighting 
there, while reducing not only its 
intensity but also the length of time it 
is used. elsewhere. 


In. factories. this. method is being 





put into operation and is fully 
approved already. Cutting down 


essential. illumination where work is | 


done would be too costly in slower 
production, spoilt work, increase d 
fatigue and accidents, but in any 
areas where work is not actually in 
progress, reduced pilot lighting suffi- 
cient only to see the way about will 
suffice, © 


Austerity in the Office 


The same principle can be applied 
to:comtmercial lighting for offices and 
elsewhere and to some extent for 
) Concentration. of 
ba limited. but, of course, 
area, is iH effect accom- 
E panied by concentration of lighting 
у anto that same area. Tt might in 
{ е cases be called а form of war- 
; time “austerity giving up the more 
о оташа. and sant wider 














heating e M also ату е the same 
steps and for similar reasons, so that 
all could be sufficiently warm on a 
minimum fuel expenditure, _ rather 
‘than all being only: half warmed over 
a large area. — 


Expert Advice Essential 






ОТОР is to De really successful the 
o lighting whenever it is in use must 


€ t course, if this method of saving. 





Sensible Layouts. 
are Essential 
Says Mr. Eric Marx 


(Benjamin Electric Ltd.) 


be correctly planned, directed where 
it is most needed and must be effi- 
cient. That is where expert advice 
can help. Sometimes in order to 
bring the lighting up to the right 
standard, it may be necessary only to 
add some supplementary local lights, 
in other cases there may be no need 
at present to alter anything. Some- 
times it may Бе ‘possible to obtain 
better results from a rearrangement 
of existing fittings or in others a new 
installation may be the only solution. 


Cover All Production 
Needs —Then Cut Down! 


The important point is to make 
sure of a sufficient and suitable supply 
of that essential service, light, 
wherever it 18 particularly required 
and then to cut down elsewhere to a 
minimum, 


Fuel is not the only item on which 
we have to economise. Raw materials 
and labour are equally important and 
we must make the greatest possible 
use of all that is available. Raw 
materials must ‘he turned into muni- 
tions of every kind as quickly as 
possible and with as little waste as 
possible. This implies the full. em- 
ployment of labour for every minute 
spent in the factories and ‘this can 
only be achieved if the lighting pro- 
vided is suitable for wherever 
workers are engaged at their tasks. 

True economy means the wise 
employment of resources апі the 
avoidance of all excesses, even when 
їп normal times they would be 
considered essential, 


A tourist stopped in front of a little 
country store, dumbfounded at the sight of 
an enormous display of salt, “ Ye gods, 
man, you must sell a lot of salt," exclaimed 
the tourist. “No, 1 don’t sel таев: 
replied the storekeeper, “ but you shoulda 
seen the guy that came here last week, He 
really could sell salt," 


| BUSINESS dor 
ч « TIME-RA TING 
of Office Safes 


U.S. Statistics for Record. 
Preservation 





Quoting ап English figure of 
10 tons of structural steel (in 
building form) irreparably damaged 
by fire for every 1 ton damaged by 
high explosive, the National: Fite 
Protection Association of the U.S 
has worked out an interesting’ se 
figures on the time-rating of safes 
and vaults, used for the storage of 
office documents, 

The 1-hour, 2-hour or 6-hour rating 
figure which appears on the doors of 
many American safes and. vaults 
means that the. vault, safe^or other. 
record container will, afford protec-: 
tion to records from a severe hire. for 
the period sti à 
fire started by a match or fire bomb. 





Temperature, Plus Length 
of Exposure, Key Factors 


Temperature alone is not the deter- 
mining factor in estimating the fire 
protective qualities of a container, the 
duration. of the fire being more ime 
portant, Approved record containers 
are insulated against heat as well as 
flames and the “rating” is given as 
a result of carefully controlled fire 
tests. : 

Tests show that. there is a definite 
relation between the amount and 
arrangement of. combustible. material 
and the maximum probable hres: 
severity, . The N.E.P.A. Committee 
on the Protection of Records has 
developed а table whereby the prob- 
able fire severity in any building can 
be approximated. cse 

This shows, for example, 
a fire-resistive building, 
wooden furniture, shelvi ng. 
used, one hour protection: ds needed 
if the. total. combustible contents 
(including floor and trim) is to Ibs. 
per sq.ft... 

Where the ombustible contents 
amount-to 13 to 20 lbs. per a ft, 
a 2-hour safe is suitable, and where 
the contents amount to over 35 lbs... 

sper. sq. ft, a 6-hour vault iso 
necessary, І ^ 








Weight Governs Damage 


In non-fire resistive buildings the 
protection needed depends upon the. 
total weight of combustible material: 
in the construction of the bulding > 
and the combustible contents per^sq. 
ft. of ground area of the building, : 


nu 
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(Consumption 80 Watts) i. 
WRITE FOR LIST NO 976 " 


i. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38 


39 Upper Thames Street, 














available to meet PRIORITY demands for: 


COLD PRESSINGS, ferrous and non-ferrous, up to 50 tons per sq» in. 
pressure. 

PLASTIC MOULDINGS, in phenolic type and acetate powders. 

BAR PRODUCTS, capstan up to 11" diam., automatic upto Lin- diam. 

MACHINING of small, non-ferrous components to fine limits. 

ASSEMBLING FACILITIES for small electrical instruments, telephones, 
E etc. 

A.LD. Approved under 705. conditions. 


HENRY ALLDAY & SON (1922) LTD. —— 


19-21 Warstone Lane - Birmingham 
Tel.—Central 6311. Telegrams—HALSON, Birmingham. 








FUEL ECONOMY 


Ка ‘Know Your. 






Superintendent : 


НЕ principal point which we have 
found needs most to be em- 
pliasised is “Know your losses." 

The heating of the works is oper- 
ated. with a staff Of circuit men who 
have control of. all the» individual 
circuits whether they be steam, water, 
electricity, etc, and who are respon- 
‘sible for. the maintenance of these in 
perfect working order, and actually 

^as the majority of the $team gener- 

ated. by the boiler-house is used for 
"heating purposes (although a certain 
amount is used for prócess) there is 
opportunity for waste. 

"The buildings are heated through- 
out by means of the unit air system 
on the Carrier-Kerr principle, and 
special watch is kept upon the indi- 
vidual temperature in each building. 
The Boiler House and Plant Super- 
intendent has à portable. temperature 
recorder and a portable barograph. 

The nor temperature in 

is 63 deg. E. but as по 
building can remain constantly at such 
a figure throughout the day and 
‘night, the circuit men adjust the unit 
wair heaters accordingly. 

"This is particularly necessary when 
the sun commences to take effect 
upon the heat of any particular 
building. The reason why the sun 
plays such an important part in this 
temperature regulation is the fact 
that all buildings, although high, are 
of very light iron and steel construc- 
tion and are thus susceptible to 
changes in the outside temperature, 


Immediate Check on 
Noted Variations 


In the case of what is known as 
the: flight; sheds, namely, aeroplane 
hangars, ` the opening of the large 


doors immediately causes the loss of. 


practically. the whole of the heat 
within the shed, and when such an 
: operation takes place the circuit men 
ате notified in advance and shut down 
the circuit system until the doors are 
: closed. again, 

“Again, in the ordinary work sheds 
as the day goes on the temperature 
rises and it has been noticed that 
above 63 deg. to 65 deg. E, the work- 
men are not quite quite as energetic 
as at slightly below that figure, and 
+ it often happens- that the shop 
* stewards complain about the atmo- 
sphere being “ stuffy.” The circuit 
n immediately adjust the tempera- 
-mre a lower figure and keep watch 


Says Aircraft Е actory’s Plant. 


Fuel Losses’ 


1. Check on Each Building 
2. Portable Recorder . 
3. Barograph 


4. Co-operation 


upon it until it is fairly steady. lf: 


any further complaints are made ther 
the temperature recorder is placed ir 


the particular shop referred to and 3 


records taken for, say, a whole day. 

The same system of 
applies also to the process steam 
used and considerable economy ha 
been effected. 


Workers’ Co-operation 
Is Invaluable 


It would appear therefore that the 
saving has been entirely due to a 
systematic check upon the tempera- 
tures necessary for any portion of the 
works whether for heating or for 
pracess steam, and that it has been 
reduced to a fine art. So much so 
that the whole of the staff are now 
interested in watching the paper 
barometer and try to keep the coal 
bill as low as possible. In doing this 
no extra staff has been employed, the 
notmal circuit men doing the job as 
part oi their ordinary routine, 

If a similar system could Бе 
adopted in most of the new factories 
whose construction is of light steel 
and iron, the same savings could be 
‘obtained. It does require, however, 
intelligent operation with men who 
are really taking a keen interest in 
the job, and especially is this so when 
shop stewards are liable to complain, 
at the shortest possible notice, of the 
working conditions in the factory, 


Weather Forecasts 
Help Economy 


Incidentally the Superintendent is 
very emphatic on the point that the 
sun’s temperature had a great deal to 
do with the operation of the systém, 
and in fact with his barograph he was 
almost in the position of being able 
to prophesy and warn the circuit men 
in advance of the class of weather 
and the temperature they might 
expect in the immediate future, He 
does not claim any special credit for 
the system except that it is working 
to the extent of saving a very profit- 
able amount of coal per week and 
has cost nothing in so doing. 


checking | 


“matics, 












but 


forceful 
posters, one of which is shown, 


have been produced by Dunlop 


Unpretentious 


to support workers’ fuel 
economy efforts. This personal 
touch in publicity has been 
chosen in preference to the 
mere generalised appeals of 
Ministry posters 


The system is so simple that it 
simply bears out fundamental prin- 
ciples, and it only. remains now for 
someone to introduce these principles 


to the works they maintain and to get uu 


them carried out, 

'The boiler plant operated consists 
of four large and two small Babcock 
and Wilcox water-tube boilers with 
the usual chain grate stokers, etc. 


having a total capadty of 125 million. 


b.tu. per hour, and the winter соаі 
consumption is in the neighbourl оой 
of soo to 650 tons per week,- 


NEW “PRESTIGE” CAMPAIGN 
ADVERTISING FITNESS 


UNLOP'S, famous in the adver- 
tising world for years, have 
always rated «the prestige value of. 
advertising very high, Their latest 
campaign will feature illustrations of 
various aspects of their Welfare 
Department—physical training, dra- 
War Savings, etc, These 
activities of a great firm should serve 
their publicity purpose well. They 
wil also form a valuable item: in 
contemporary documentation, 
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ULTRA - VIOLET 


AND THE NATIONAL EFFORT 
















‘hat the miner hews from the dark galleries is 
^ énergy—the power that generates our steam, gas, 
«сагаи ‘Every rona mover in British ER 


gular ' 'sunbaths" under ihese rays are 
for building energy, avoiding colds, 
“averting fatigue, keeping men cheery under 






57 


“difficult conditions. Thousands of British workers -| 
sunbathe with Hanovia lamps every working | 


day. 











Any indoor . workers doing 


‘a real job will benefit in health 


baths, 
periences of other firms in our 
booklet “Fitness in Industry” 
{coupon below). 


Inserted in the interests 
of the Nation's health by 
HANOVIA LTD. SLOUGH. 
i To HANOVIA LTD., SLOUGH - 
сЕ Kindly send me your free Brochure 
р FITNESS IN INDUSTRY" 
ІВ А 
i 
i 





| 
| 
| 
| 
{ 
e 


W6a; 303. 





nd output from indoor sun- | 
Read the actual ex- | 





THE BRITISH THOMSON - HOUSTON со, 
| CROWN HOUSE, 


“NEVER KNEW SUCH A” 
THEY PUT THESE MAZDA EX ORES: 














Good ene ker ; | 
in good spirits—and in full 


Conditioning is the scientific. 


production. 


way of providing, in an: 
given industry, the kind of 


lighting needed for- 


possible sta ndard of welfare 1 





Let BTH Lighting Engineers help you to plan — 


efficient lighting for production and welfare 


B T H for all Electrical Plant and Equipment 


MES us. 


І B c 
ALDWYCH, LONDON, Wolo x 
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BUSINESS for 


Readers’ Questions on Management 


Answered 
by H. J. R. Stent 


President, National Society 
of Caterers to Industry 


I {АСЕР with the necessity of 
providing canteens on — the 
premises for their workers, many 





factory managements, engaged upon 
urgent war contracts w rite the Editor 
of Business and firms in our society 
for advice, i 

Questions range through a familiar 
list of practical catering problems : 
planning and lay-out, equipment, how 
best to buy the "right food supplies to 
give adequate, varied menus, staffing, 
replacement of key personnel in the 
event of sickness, costing, accounting, 
supervision, and so on. 

Requests for advice are by no 
means confined to managements who 
have not started works’ canteens, In 
some instances the canteen has been 














partly equipped, but for one reason, 


or another has not been able to get 
under way, 

“ “There are No 
`4 Ready - Made " Rules 


In-other cases-the canteen has been 
in operation. for a time but has run 
"up/suddenly against one of the tech- 
al probléms--and they are le gion— 
esct-the- caterer, especially in 





ime, and for which the catering 
the 


experience and. resources of 








: as te sod EH to 
"put to me, ат: acutely aware of the 
difference hetween answering. ques- 
“tions om paper and achieving m 
practice the desi red result, 

Industrial catering, after all, is a 
mparatively new — deve lopment, 
een. years^ago factory canteens 
rving hot meals to large numbers 
workers were rare, "Their numbers 
ете increasing immediately before 


то h 















SIX QUESTIONS ON CANTEEN 
MANAGEMENT. 

1. How do canteen caterers do their 
buying? Where do they do it, locally 
or centrally? 

2. What type of man do they use as the 
canteen manager? 15 he usually an 
eX-cook or chef, or ап ex-confectioner 
or baker, or a junior hotel executive? 

3. If so, what type of man do they use 
as superintendents or inspectors. What 
is their background, specialist training 
ог education ? 

4. Do thé canteen caterers distinguish 
between the food requirements of (a) 
workers on heavy jobs; (b) workers on 
light jobs; (с) staff and clerical 
workers ; (d) juniors (under 18)? 

5. Do canteen caterers take any steps to 
ensure the canteen is fully and con- 
tinuously used by the employees? 

6. Have you any specia! methods for (a) 
quick clearing and cleaning between 
sittings, (b) avoiding stuffy atmosphere 
in doabie-shift canteens? 








readers’ 
Stent 


These are the 

queries which Mr. 

answers in this article. He 

has, however, varied the 

sequence of his replies a 

litte, and answers question 
(2) under note (1) 


the outbreak of war but at nothing 
like the pace subsequently forced by 
the urgent necessities of war-time 
production and the Factory (Cantee ns) 
; Order: 








rience im at 
re the f 
& in cont st 
of c ate ring has ils 
problems 4 






forms ef 
io recognise, 
with otüer branehes 
special requirere 





well 




















oppertunities mique develops almost 
daily with practice but, while the demands 
upon cale have multiplied greatly 
under eon ab ard urgent pr we during 
ihe war, normal me: > in peae 
time, whieh could he Hed upon to 





ave disappeared or have 





^ meet them, cither 
been much res 


Industrial cate ring to-day calls. for 
a greaf deal of quick improvisation 
and adaptation of normal practice. 
There is nothing static about it and, 
while from practice- proved theory 
and formula are emerging, it is early 
in the day to generalise or dogmatise, 

(1) Even when | am asked the first 
question : 

“Well, how do you specialist 
industrial caterers go about it?” I 
feel some diffidence because, in fact, 
industrial caterers go about it in 
dierent ways. 











 busiest 


I think, however, all would agree 
that the first and central considera- 
fion is not equipment, machinery, 
mathematics or supplies, but per- 
sonnel; and. personnel is a major war- 
time problem 





Personnel is. 
All - Important 


You must begin with someone v with 
the right experie nce and personality 
to train, organise and supervis 
canteen staffs. For this ke 
need men with. the highest available: 
catering qualifications. — Generally, 
such men have gained their initial: 
experience and proved their ability in 
control of large hotels, or a string 
of hotels, combining hotel а d 
restaurant catering and bar control: 

As a rule, these men have worked: 
through the kitchens and are well 
qualified chefs and, in addition, have: 
a thorough working knowledge of 
other branches of their calling. They 
then undergo training, by experience, 
under-guidance, in works’ canteens of 
different kinds. Their suitability or 
otherwise for organising and super- 
vising this specialised form of cater- 
ing, in many respects different. from 




















hotel catering, reveals itself — im. 
Practice: г 
Be assured, please, stich met. are 


found! Se, too, are. very capable 
women as manageresses” and ирет 
visors, generally of smaller canteens. 
These people are, indeed, among the 
men, and women. in the 
country to-day and they are certainly 
making: their. contribution to е 
practical ‘development of the tech- 
nique: of industrial catering and to 
essential. war producáion. 

Specialised training and experience 
are required not only for canteen 
ses and. super- 














but for others 
ample, cooks, accountants, buyers of 
equipment und fs of planning departinente: 
Before the war, we had bn up our stiffs by 
ib selection of suit people experi- 
i r forms of ea 3g who showed 
tade, alter training, the special 
iürements of our own industry. With the 
vat-bime labour shortage, and the calling ар 
or voluntary enlistment of trained and expe- 
rienced укш, we have had to айар our 
methods and intensify training under working 
conditions. 
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boiling water an hos 6. ооа in 10 
minutes from the Steam Heated Model- 

sufficient for 500 cups of tea at one атат 
off. If you have to satisfy a large nur 
of thirsty people in the smallest ат 
of time, then ‘STILL’S” Canteen Во 
is undoubtedly what you should u 













H you want thé best 


E ТЕА AND COFFEE MAKING APPARATUS 
CANTEEN BOILER · SILVER BURNISHING 
MACHINE > DISH WASHING MACHINE 
HOT CLOSET AND CARVING TABLE 
POTATO PEELER : BREAD SLICER: TEA 
MEASURING MACHINE * "METROPOLE" 
TOASTER AND GRILLER · STEAM 
"COOKER · AUTOMATIC GLASS RINSER 


then it MUST bea product of 


W.M.S TI 


29-51 G OF MODERN KITCHEN Eg 


-31 GREVILLE STREET LONDON E.C. 


t 
2: HOLborn 3744 (6 їпеѕ) Telegrams : "METALSPINNER LONDON 


Qi z 


ГР МЕМ 


a = 


CANTEEN 


for Hot Closet accommodation, 


In the article '* Fuel in Canteens” in our August issue the impression 
was given by the writer that Heat Storage Cookers were not designed 
This statement is, of course, erroneous. 





Both wall and central units of ан sizes can be supptied with adequate 


space for economical heat storage, 


The illustration shows such a unit 


in а Canadian convent hospital (Courtesy, Esse Cooker Company) 


We welcome the interest the Ministry of 
Labour is showing in this subject, and it is 
hoped by members of the National Society of 
Caterers to Industry that specialised training 
for industrial catering will be developed after 
the war in domestic science schools and 
institutes throughout the country. ' 

Tt should be possible to devise a 
scheme ‘whereby students. at these 
institutes. who,show real interest and 
ability could be passed on for finish- 
ing courses and employment in the 
industry... The school should be 
linked tip. to the works’ canteen, 

(2) Do industrial caterers do their 
buying locally or centrally, and do 
they have local depots or control 
centres? 


Firms operating on a national scale 











or over wide arcas do have their area 
divisions with local depots and 
control centres. As to food supplies, 
practice hitherto has varied, There 
has always been a substantial amount 
of local buying but some firms have 
been in the habit of buying centrally 
to a much greater degree than 
others, There will be more local 
buying as a result of the Ministry of 
Food's sector scheme. s 

(3) Do industrial caterers dis- 
tinguish between the food require- 
ments of (a) workers on heavy jobs, 
(b) workers on light jobs, (c) staff 
and clerical workers, (d) juniors ? 


By all means; heavy workers have 


special licences in respect of meat and 


Т 


Buildin 





BU NESS for 


other rationed goods. So far as 
juniors are concerned it is general 


-practice for-special arrangements io 


be made by factory managements ах 


large. works во that adequate апа 


suitable hot meals can be provided 
for adolescents at fixed rates which 
the juniors can afford. As a rule, 
special arrangements are made for 
feeding staff and clerical workers, 


(4) Do industrial caterers take any 
steps fo ensure that the canteen is 


fully and continually | used Ьу 
employees ? | 
Certainly; this ig the main object of 
the industrial caterer’s efforts. His 
whole interest lies in having the 
canteen used. To ensure that, he 


directs his efforts to provide attrac- 
tive menus and quick prompt service 
$o that people like to use the canteen 
and he can feed as many as possible 
in a given time, However well a 
canteen is laid out and equipped 
mechanically, if the service does not 
attract the customers, from the in- 
dustrial caterer's point of view the 
thing is a failure. 


(5) How do you avoid delays and 


stuffy atmosphere in a  canteen 
serving two shifts ? 
There are, of course, special 


methods of quick clearing between 
sittings, avoiding stuffy atmosphere in 
double-shift canteens and for making 
the canteen service generally fit into 
the requirements of the works which 
is served. Generally, electrically 
operated machinery speeds "behind 
the scenes" work such as cleaning 
crockery, tableware, and so on, 

Mechanical equipment varies зо 
much with individual cases that one 
hesitates to generalise in any way 
about it. Industrial caterers have at 
their head offices specialised planning 
sections and buyers of equipment ex- 
perienced in the actual performance 
of all available types, 


g and Civil 











. Engineering Contractors 


- 10, ST. GEORGE STREET, LONDON, W.I 
. Phone: WAXlow 2366 (8 lines) Also at RUISLIP ROAD, SOUTHALL, Middx Grams: “Taywood, Southall” 


London Office - 


And Branches throughout the Country 
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SINK UNITS 
WORKS CANTEENS 


HOSPITALS, INSTITUTIONS, 
: Ete. 


“PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS — LASTING BEAUTY 


DURABLE and RUSTLESS 


Being Built on the Unit Principle 
can be supplied up to 8ft. long, ЕЕ 
giving Double Drainers and v The, modal CE 

Double Sinks. жї Overall 38 * 19", 


















Write or 


“te EASICLENE PORCELAIN ENAMEL(1938) Ltd. 


PALACE OF ENGINEERING, WEMBLEY. telephone: Wembley 363/4. 













IDEAL” EQUIPMENT for the WORKS CANTEEN 





nineteen z 


HOT OILERS 

CLOSETS | s 

j INSULATED 
CARVING URNS 

TABLES 
* 

» FOOD 

STEAMERS TROLLEYS 





The HODGKISON SELF-FEEDING TEA INFUSING SET | e 
Capacity to serve 320 persons with FRESHLY INFUSED TEA in 10 minutes 


Sole Manufacturers: H О ОС К | SO N & Co. 


ABBEY WORKS, 43/45 MITCHELL STREET, LONDON, Е.С! CLErkenweil 1 


теттин тни итин 
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Running a canteen for 
industrial or office workers 
requires expert knowledge and 
experience. Here are some of 
the ways in which the Ellis 
Catering Consultancy Service 
can give you practical help. 


OUR SERVICE INCLUDES: 


@ Report by experienced caterer 
on the ‘purchasing, cooking, 
"serving and finance in your 
canteen, 


€ Provision of books and forms 
and organisation of clerical 
routine by an accountant. 


ө Advice on cooking, cake- 
making, recipes and menus by 
expert demonstration staff. 


© Expert assistance іп the 
rendering of all Ministry of Food 
and other official returns cover- 
ing rationed foodstuffs, clothing 
and equipment. 


9 Periodical visits by qualified 
auditors, supervisors and stock- 
takers. 


€ Monthly reports on your 
operating analysis. 


The cost of the consultancy service outlined above is based upon the 
turnover, which, of course, governs the amount of work involved. 
We аге suppliers and contractors to H.M. Government and employ 
a large staff of trained end experienced personnel. 

ы Ф 


` D. ELLIS & Co, Ltd. 


(Suppliers to H.M. Government) 


INDUSTRIAL CATERERS AND CONSULTANTS 
Water Road, North Circular Road, Wembley, Middlesex 


Telephon 


: Perivale 1164 


| 
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= Workers’ Tax 


USINESS continues to receive 
a. number of letters on 
scheme outlined by Mr, Ferrie for 
paying workers'. income tax, One 


reader, Mr, W., E. Layton, of Peter- ^. 


borough, has sént us details of a 
scheme which he has put. before the 
Board of Inland Revenue. -~ 

At the commencement of each half- 
year, say, commencing July 1st, each : 
workman would inform his employers 
if he is single or married, and if 
married, how many children. The 
employer would thereupon, in the 
case. of a. married man with no 
children, for every £ over £3 per week 
and up to £6, deduct, say, 6s, (te, 
бз, 6d., less то per cent ELAD and 
for every, £ above £6 per week, 
deduct 95, (&e., TOs., less 10 per cent 
ELA) Similarly for every child, 
the exemption limit would be raised 
һу £1 per week, 








A Simple System 


At the end of each half-year the 
employer would make the usual 
return of the wages actually’ paid, 
together with a certificate 
amount of tax deducted, A note. of * 


the amount of tax deducted would 


also be handed to the worker. The 
worker would thereupon make a 
claim for any further allowances to 
which he may be entitled, . On agree- 


, ment of this, the- Inspector would 
inform the employer, and the апош 


of tax overpaid would be refunded, 
The. amount of ‘work involved 
would not be appreciably more than 
the work entailed in the operation of 
t system, 
e as to be no logical objec- 
tion to this scheme, Have any sof. : 
our readers similar schemes inus : 








the 7 


of the. © 

















PATENT TUBULAR STEEL NESTING TABLES AND CHAIRS| 
(Pat, No, 344,159) : 

We regret we are meantime not in a position to entertain enquiries for our 

regular lines, unless I.A priority^ean be furnished, To all our customers we 

offer our apologiea, and they can rest assured we shall return to normal 

conditions as soon as circumstances permit, 


& Co 


| WORKS, OFFICES, SHOWROOMS 
WATFORD BY-PASS - WATFORD - ‘HERTS 
Telephone: WATFORD 5631 (5 lines). Telegrams: COXANCO, Phone WATFORD. 
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* Labour saving COOKING EQUIPMENT 


for the smaller canteen 


+ 


72" S.D. Durbanian 


SMITH & WELLSTOOD LTD. 


Head Office 
4BONNYBRIDGE : : 
"London 


63 CONDUIT ST., WI - dt LUDGATE CIRCUS, E.C.4 
8 UPPER THAMES ST., E.C.4 
LIVERPOOL EDINBURGH GLAS 
if} Dixon 





20 Canning Place 17 Greenside Place 


«^ COMMUNAL" 








"SIMPLEX" 





Established 1854 


SCOTLAND 


W ; 
E. са capacity. 


ADAP 


SOLID COMFORT CF 
























our highly skilled staff advise you as te к К 
most suitable equipment for the purpose. 


cooking ranges are designed to give 
efficiency and reliability. Regularity in opera 
tion and cleanliness ensure that | 
presented tothe worker contains its max 
food value. 


COAL FIRED BOILING РАМ 
When appreciable quan- 
tities of soup and veges -n 
tables are cooked the 4 
installation of coal fired 
boilers reduces the 
labour in the kitchen in- 
curred by the lifting of 
large utensils. Low in- 
stallation costs and com- 
plete independence are 
outstanding features of . 
Cow brand boilers which- 
can be supplied in sizes 
from 8-60 gallons 









THERE IS AN “ADAPTA” CHAIR 
FOR EVERY SEATED WORKER IN 
FACTORY, CANTEEN AND OFFICE. 


«ADAPTA" STOWAWAY CANTEEN TABLES 
COMBINE STRENGTH WITH UTILITY. 


“u ADAPTA ” CHAIRS and TABLES are made of 
prime hardwoods by craftsmen to айога the 


maximum comfort for a lifetime of service. 


ENQUIRIES SHOULD BE ADDRESSED Yes 


OXFORD WOODCRAFT LIMITED, 
474 Cowley Road, OXFORD. 


Ld 
PHONE: OXFORD 71555, GRAMS: TEAMWORK ONTON: 







WAGES 





; ы A CE METHODS (Сот). от Control. 


of a сеа ріесе- “rite alone with the 
“sporting element of. a bonus. 


їп this business we do a large 


number of jobs in relatively small 
quantities, 

Qur present method of wage pay- 
ment has a great amount of flexibility. 
Having worked out the value of any 
. new Job, it is easy: to. price it up com- 

pletely and to give the worker just 
ihe details he: requires of the job 
and ‘of the price set. Knowing the 
price set and the Union rates, the 
worker is able to calculate for him- 
self precisely what he is earning bv 
any extra. effort, , 


p Weekly Wages and Statistics 
System 


Неге, аз elsewhere, the Unions are 
keen on time put in on an unfinished 
job being carried forward to 
next week's. time-card, We tried 
"thisrecently; but it was too big a job; 
it meant that the wages were not 
started till late on Thursday (we 
make up оп Wednesday night) If 
any of your readers have found a 
means of solving this problem (for a 


the 


IDON OFFICE: 


64 





small works) I s 
hear of it. 

Thanks to the simplicity of our 
wage. payment calculations, we are 
able to do the whole of our weekly 
wages sheet and statistics with the 
hélp of two clerks and a modern 
adding machine with a 13in, carriage: 

We set the machine to allow us 
seven columns : 


shall be very glad to 


(1) Ordinary wages, 

(2) Overtime earned, 

(3) Bonuses (production and time-keeping), 
(4) Gross amount of wages. 


(5) Insurance, hospita! fand, holiday and 
any other deductions, 


(6) Income tax, 
(7) Nett wage to be paid. 


Apart from this wages sheet, we 
keep a rather exceptional record. 
This is an individual weekly earnings 
record for every worker. As will be 
seen from the illustration, this shows 
precisely how each wages packet is 
made up. 

We find this individual report in- 
valuable for making up опг costs. 
Notice that the forms allow for the 
time-keeping bonus as well as for all 
the other more usual items, 


Write or Phone for descriptive Literature 


53/54, HAYMARKET, S.W.. 
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HE тин Report of the’ Select : 
Committee on National | Ехреп- 
diture, Session 1041-1042, which was 
published on July 101. апа which 
deals with production. in the Royal 
Ordnance Factories, specifically re- 
commends. the: adoption of Quality E 
Control as an aid to war-time pro- 
duction. The following are extracts 
from the relevant paragraphs in the 
report : 


Paragraph 27,.—" , Any method 


whereby the percentage of rejects... 


can. be reduced deserves serious con- 
sideration... In recent years consider- 
able attention has been given to the 
development of statistical methods іп 
the control. of manufacture, These 
methods yield information. -which 
assists the producer to discover the 
causes of the defects and even to 
anticipate ^ their ee | with ` 
resulting benefit to ошршщ. .,. It is 
expected that in the near “future, 
statistical control will become a 
routine for ammunition filling.” 
Paragraph 28.—" The usefulness of 
statistical control of manufacture is 
obvious... it increases output, 
avoids waste of materidls and labour, 


(Concluded on page 66) 











MAGNETA’ 


Time Recorders, Job Costers, Watchmen's Е 
Portable Tell-Tale Recorders, Signature 

Recorders, 
Relays, Trickle Chargers, etc. 


Programme Instruments, 





JOB COSTER 


AGNETA TIME COMPANY L™ 


? GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY s n, 


TELEPHONE: ABBEY 2366-7. 
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the symbol of service before the war. 
essent Y to canteens to-day ... and 


The quick service of 
when the war is over. 


refreshments is easily effected by 
the use of SPEEDISERV units. 






They are of all steel welded construc 
- MÀ | tion, mounted on rubber-tyred Ба 
bearing swivel castors and attractively 
finished in hard-wearing cellulose 10 
approved shade. 





Tea, coffee or any chosen bevera 
| may be prepared in a remote kitchen 

BOILER SUITS | and the stainless steel lined, insu 

e | SERVOT urn ensures that flavour and 
BIB & BRACE | temperature are not affected in any 

OVERALLS way: 

? | Illustrated is the SPEEDISERV "C," 
COATS, JACKETS, (fF · witha service capacity for 120 persons: 
APRONS, etc, for | We shall be pleased to submit full 
MEN and WOMEN © details of the entire range upon 


OLE’ | request. 
“VOLE | 
RIGMEL Бра BART АБИ «p | ‚ 1 : 


Garments are in Khaki, Blue and 


Grey; pre-shrunk, which guaran- | K i Te H E N E N G i NE 


tees against shrinkage in the wash 


















PATTERNS. 













H. WHEELER & COMPANY LTD., || BELL STREET, LONDON, N.W.! 


407 LONDON ROAD, PLAISTOW, LONDON, E.13 | | Telephone: PADdington 4088 
4 PHONE : GRAngewood 4071 (5 lines) 








| SHORT-CUTS. 
SAVING TIME ON 
CCOUNT CHECKINGS 


LMOST. every office has. fo check tele- 
phone:and . other lengthy. bills, com- 
‘ising long. СӨН of small amounts, 
ost adding machin perators place the 
bill slantwise to the left of the desk or on 
he panel, over the sheet. with. a ruler, and 
copy seduloüsly on the machine each figure, 
eye hack and forth each time, 
iously, the only usual purpose in 
ing bills of this sort is to make certain 
T the. total is correct, A  speedier 
method, therefore, is to forget the ruler, 
"sheet ‘directly in front of the 
on, and run the left Terefinger 
ir as mentally added 
sugg instantly calculable 
if the first charge is 3s, 9d., 
] hy four items of. 2d, each, the 
op rator cond ng his first psychological 
: | sees that 4s, bd, is the first 
for the machine. Without taking his 
eyes from the hill, he immediately inserts 
Ag; bud. in.the machine with his free right 
hand, hy touch method, easily learned on 
ino i calentat in one. or, two hours’, time. 
what has been gained by this 
applicable. to so тапу 
nsider, that the operator 
ments, nine eye shifts, 
js and releases, to say 





























































saved five lera 
four key depr 
diothin 



























хув " the machine, ihe. ruler, and even 
the adding machine roll! This was accom- 
ned without sacrificing efficiency. 

ould his final machine- total prove in- 
- éorréct, ehecking machine figures against the 
simple figure groupings will be less irksome 
than-a check line by line. 


 COMMON-SENSE AND 
NON.SENSE 
sense and the reverse in all 


wer the 
li | 29 li gosts you real money 


time you put an order through-—just 
жини p ng, ete.and if it costs too 
Pour profit; is less 

Vou. cavi perhaps, k on the checking 
of some of those; small items by lumping 
hen through. together on another system, 





narrow dividing between 


a itself does ab : 
as the waste you. 


g io eliminate. - 

+ rdertine is very narrow and it mmst 
be kept clearly in mind. If profits are being 
tificed to “paper work," then it must be 
cut down ruthlessly. At the same time, a 
wel thought-out office form 
properly may save you time and trouble as 
well as money, 


FORM CONTROLLER CUTS 
PAPER WASTE 


D? your firm suffer from  "form- 
eraziness "? Do you either use paper 
unnecessarily and so waste it, or do you 
double your work-hour losses by unplanned 
saving? One large firm started to check up 
its paper sizes some time ago and found 
that no less than 419 were stocked, They 
were cut to 150, and the firm was so 
impressed that it’ appointed а special 
“ form-specialist " to watch this source of 
potential waste, Any department now 
requiring a form has to pass these tests: 

(a) How necessary is it? 

(b) Has it been generally approved? 








(c) Have all the details been checked? and 


doubie-checked ? 
(d) What is if going to save? 


CROSS-REFERENCE PAYS 


HE management of a manufacturing 
plant feared that inadvertent over- 
shipments remained unbilled, The auditor 
was instructed to cheek shipping 
memorandums against invoices, instead of 
checking, as formerly, against original 


orders, In the process of matching delivery 
slips with inveices, the auditor found a 
recoverable loss of £500. | 

To prevent further oversights, he checked 
al future delivery records daily with 
invoices, cros*referenving the shipping 
netices with invoice numbers until the 
notices were completely covered, and saved 
the need of further audits, 


CIRCUMLOCUTION OFFICE 
BAN 


NE of the most typical of Mr. Churchill's 
acts on his appointment as Premier 
was the instruction to the Civil Service to 
cut the cackle, Some Whitehall advocates 
were disturbed, but the public rejoiced, 
From now om, such phrases as “I am 
directed by the Minister " are to be 
taboo, 





operated : 








and in .consequence lowers costs: 
Your Committee therefore urge its 
application to all suitable items of 
production in Royal Ordnance Fac- 
tories as quickly as possible. They 
would also take this opportunity 

to invite "the "attention of other 
manufacturers of munitions to the 
potentialities of the method.” 


T the instance of the Leeds 
Government Training Centre 





and the Leeds and District Engins oos 


eering and Allied Employers’ Asso- 
ciation, a joint meeting to discuss the 
application of Quality Control to 
war-time production is being spon- 
sored by the Yorkshire Branches of 
the Institutions “of Mechanical En- 
gineers, Production Engineers and 
Electrical Engineers, and will beheld 
in the Queen’s Hotel, Leeds, at 
3 pm, on September 19, The dis- 
cussion will be opened by Sir Frank 
Gill, K.C.M.G., OBE, and a large 


attendance is expected, 





HE South Regional Board of the: 
Ministry of Production and the 
Southern Branch of the Institution 
öf Mechanical Engineers are arrang- 
ing to devote a joint meeting to the 
subject of Quality Control during the 


latter part of September. At the 
time of going to press, no definite 
fixture has been arranged, but it 


seems likely that the meeting will be 
held in. Portsmouth on either 
September 16 ог 30. 


que Leicester + Association. of 
Engineers has arranged for Mr. 
H. Rissik, А, ML EE, M Amer LEE, 
ALLA., to give a lecture on Quality 
Control at Leicester on October 9 
It, is understood. that Any iene 
for the meeting are in the hands of 











Mr. Н. К. Kennedy, Manager of the 
Government Training Centre, Gipsy 


Pans os 








MEETING THE 
VITAL NEEDS 
OF THE HOUR 






illustration s 


CANTEEN TABLES 


RIGID TYPE 


ENAMELLED TOPS. 


ows standard 4’x2’ Table (the most | 
popular. and easily: produced size) with oak or hard- | 
wood legs and underframe, recessed enamelled top 
with black or green flanges. 
insertion of frame under flanges with cross sup- 
ports where necessary. 


Prices sent on receipt of enquiry, with particulars 


of folding type— 
C. W. CAVE & CO. LTD. 
Radiant Works, Barnsbury Park, London, N.I 





Top free from sag by 





Teieptone SA DH 4457-8 








NE 
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Eye injuries 
are so frequent 


70% of eye injuries are occupational in origin 
and the majority occur among metal workers. 
The best preliminary treatment for eye injuries 
is provided by Optrex Eye Lotion, which is 
antiseptic, anti-congestive and always safe. The 
thoroughly effective use of Optrex is assured 
by the Optrex Ocular syringe; this scientifically 
designed apparatus ensures accurately con- 

; trolled jets of lotion, free from air ; 
are thoroughly washed. 


the eyes 


Those troublesome conditions ‘are eye’ and 
‘sand i in the eye’ sensations are both relieved 
by Optrex. - Sec 

WELFARE OFFICERS are invited to apply to 


Optrex. Ltd, Wadsworth Road, Perivale, Middx. from 
3 whom further particulars аге to be had оп request. 











Co-operation is the keynote of victory; all arms inst 
work together fo ensure success, 















That is as true of the office as it is of the factory and 
the battlefield. Without. proper co-ordinativ 
effort victory is impossible. 


The dictating machine is the executive s supreme ишип 
of securing co-operation "all along the Пок 
enables him perfectly to control his own work alway 
doing the right thing at exactly the Tight fime, ; id su 
better to co-ordinate the work of ай the membe 
his staff, Then things really do move! 


Letters, instructions, memoranda—all dictated 
instant, the moment you are ready, You save у di 
every day because you never wait when you i 
ready to dictate. Incidentally, your typist cam type 
twice as much, a valuable economy in these days of 
depleted staffs. 


Dictate to— 


Dictaphone 


WEEE TRADE HARE. 


The 





and 

DOUBLE YOUR CAPACIT 

TO GET THINGS DONE 
IVrite, call or "phone for free copy of 

“OFFICE METHODS AND PRACTIC 


The DICTAPHONE Co. Li 


(Thomas Dixon, Managing Director), 











(Dept. Н) Kingsway House, Kingsway, London, М С. LE 
Telephone : HüLborn 4161 {5 nes), ж a 
And at Manchester, Birmingham, Glasgow, Leeds. p 3 


Bristol, Newcastle-of-Tyné, Dublin and Belfast, 





PRIMUS Continuous Stationery | 


ITIHERE are routine office duties in your organisation which, unless tackled efficiently, 
uu will sabotage your efforts to keep ahead of schedule—they are vitally necessary. 
_ What are they? Invoicing, Day-Book Recording, Works Orders, Inter-House Records, . 
|. these are your necessities. Yet producing them without a plan means loss of time; 
means, too, that extra hours and extra energy will have to be devoted to them at the 
expense of other more important matters. Get them done quicker—get them handled by 
` < Primus Continuous Stationery and you've scored a victory over old-fashioned methods. 





For HAND-WRITTEN RECORDS, the Primus Register used in conjunction with 





Telephone Continuous Stationery ensures the same speedy, smooth- 
HOP 0204 operation, while a copy automatically locked їп the 


е 0205 - 0206 machine provides your auditor with a check 
ou en each transaction. 





X 


»— CARTERH-DAVIS LIMITED 
re «QUEEN ELIZABETH STREET, LONDON, SE. 1 "n 
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Bring your paint product problems to us, it is our job to. 
find a solution. Our long and varied manufacturing . 
experience has brought us into contact with all types of |. 
problems, including those brought upon by war and the 
lack of raw materials. This experience is at your service 
and we invite you to consult us. 





There is а wide range of Paints, Varnishes and Lacquers 
available for every type of job. If you are engaged on 
contract work, let us send you a copy of our Catalogue, which 
contains useful information and data for buyers and 
users of Paints, Enamels, Lacquers, etc, to specification. 


Please mention this journal when writing. 


Clark- 


ROB! INGHAM CLARK & CO. and R. GAY & CO. 
Witley Court, Witley, Surrey 
Telephone: Wormley 280-284 
. 


© london Office: 6, ARLINGTON STREET, ST. JAMES'S, S.W.1 (Telephone: Regent 088 
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eet on the SUBJECT of OFFICE ILLUMINATION 





with the 
Metrovick 5 ft. 


FLUORESCENT 
TUBE 


The illumination which comes 
from the Metrovick Fluorescent 
Tube is helping to increase pro- 
duction. In essential factory draw- 
ing offices, draughtsmen are finding 
that mistakes are eliminated, 
energy conserved and eye-strain 
lessened by the glareless light 
which falls softly on to the vital 
work in hand, 

The 8o-watt 5 ft. Fluorescent Tube 
is serviced by the Metrovick Illu- 
minating Engineers. Why not 
consult them now? 


A drawing office lit by Metrovick tubular ERFA lamps in continuous 


reflector troughing, 








1cKer 


ELECTRICAL со. LTD. 
TRAFFORD PARK + MANCHESTER 17. 
8/Q20 


МЕ Oke AN 
2 Vickers -* 








“COMMUNAL” 





ADAPTA 


SOLID COMFORT CHAIRS 


THERE IS AN “ADAPTA” CHAIR 
FOR EVERY SEATED WORKER IN 
FACTORY, CANTEEN AND OFFICE. 


“SIMPLEX” 


“ADAPTA” STOWAWAY CANTEEN TABLES 
COMBINE STRENGTH WITH UTILITY. 


"ADAPTA" CHAIRS and TABLES are made of 
prime hardwoods by craftsmen to afford the 
maximum comfort for a lifetime of service. 


ENQUIRIES SHOULD BE ADDRESSED TO: 


OXFORD WOODCRAFT LIMITED, 
474 Cowley Road, OXFORD. 


PHONE: OXFORD 77555, (GRAMS: TEAMWORK OXFORD. 
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“Cut it all out—tho attention to other important 








long hours struggling jobs. You can soon learn 


to add up columns of to use a Plus, and if 
figures which never you're inclined to doubt 
seem to come to an end. what I say about its speed, 
Say goodbye to that extra Ў let someone come down and show you— 


strain and fatigue which comes on your own work. That’s a challenge. 
from more work and fewer folk to lend a and I hope you'll take it up.” 


hand. A Plus Adding Machine will simply 





race through all that adding-up work—and 








leave many of the staff free to turn their THE BRITISH RAPID ADDING MACHINE 


LONDON COMPUTATOR LIMITED, | ALBEMARLE STREET, W.I. REGent 1331€ 





| 


tea 
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Wages Records 


and Tax Deductions 


ERE is a three-in-one method of pro- 
viding all the information required without 
additional work and by hand. 


Ө WAGES BOOK when completed and inserted in 
its secure Loose-leaf Binder, becomes your per- 
manent Wages Book. Rulings are supplied to suit 
your own needs. 


ө PAY SLIPS are perforated ready for separation 
and gummed for fixing to pay envelopes or un- 


EQ 0 topes bad 


Kalamazoo Ltd. 


Kalamazoo 


gummed for tins ; each being a copy of the relative 
line of the Wages Bouk shows the employee how his 
wages are calculated. 


e INDIVIDUAL EARNINGS RECORD. As the 
employee's wages are calculated, his own Record is 
placed over the other two forms for carbon duplica- 
tion. You thus get, automatically, a separate 
summary of each employee's earnings—giving, 
without extra work, the necessary record for Income 
Tax deduction; it also provides for Income Tax 
returns without special analysis. 


NORTHFIELD 
BIRMINGHAM, 31 


"Copy- aoe | 
SNC C MEME 


е CH RD EDRAK 
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14, the efforts of our own Gov- 
DX ernment to avoid inflation may 
be defeated if Mr. Roosevelt fails in 
his more complicated. side of the 
problem. . А 
Although the rise in prices ір 
America is) smaller Шап іп this 
country, the acceleration of the 
vicious spiral has been continuous in 
the past few months. Whether Presi- 
dent Roosevelt can put a ceiling on 
American prices depends more on 
American politics than оп the 
economic necessities of the hour. 





T is consoling to notice that ration- 
ing, price fixing, control of goods 

and concentration of. imessential n- 
dustries are among then bringing the 
public buying to about the desired 
level, that is 50 per cent below that 
of 1939. 

. Even the heavy additional taxation 
on cigarettes in the last Budget only 
reduced consumption by 11 per cent 
in even the first quarter. As with 
beer, cinema seats and dog racing, the 
heaviest: taxation only affects a tem- 
porary minor fall.in consumption, 
«High wage levels, coupled with the 
drive the 





scarcity of other goods, 
consumer to spend more on these 
heavily-taxed pleasures, which is a 
simple method in itself of avoiding 
inflation. 

Most of the money comes back to 
the Exchequer in a few weeks’ time. 


HOP sales for Julv maintained the 

current trend, During the past 
six months sales have increased by 
only 1 per cent. over the same six 
months of last year throughout the 
provinces, But in London (central and 








Percentage Distribution of сезен Incomes 
Distribution of 


; Range ot Gross Incomes, 


11937—35 
у zu 90 
Under £125 36i 
Í125—£500 M 39 
£500--£1.000 T 7i 
£Z1,000—£2,000  .. 54 
Over £2,000 114 
100 
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MANAGEMENT @ PRODUCTION 


TREND OF BUS SM 


Price Control and New Income Fi igures : 
(By Cecil Chisholm) 


Gross Incomes. 




















suburban) they are up during the 
same period by 9.3 per cent. This | 
means that sales throughout the 
country have risen by 4 per cent 
during the past six months, i 
Here is the clearest evidence of the 
rise in purchasing. power in the | 
London area. These increased 
London sales have been won largely 
at the expense of the South. | 
At first sight, a rise of 4 per cent) 
in shop sales looks disquieting, ‘but 
while the M.O.L, cost of living index 
has scarcely moved for a year, a con 
siderable rise has taken place in non- 
rationed and nope-price-fixed goods | 
So that the rise of 4 per cent in cash | 
sales undoubtedly represents a fall in 
volume, which means more labout 
and material for war industries, 








а month I referred to the new! 
income figures: They appear to | 
be widely misunderstood. Indeed | 
some extremely dangeroüs conclu- 
sions are being circulated about them 

They certainly do not mean that 
the quality market has disappeared 
overnight. On the contrary, as the 
table below shows, 62 per cent of the 
quality market is still here. In other 
words, there are still 137,000 people 
with net incomes of over £1,000 a) 





FACTORY LAYOUT, 
AND PROGRESS 


By W, 


; Hiscox. 


Third dE 
James Stirling. The author i 


year. These people are able to buy | à thorough understand 
better quality goods and even factory planning. 
luxuries. | to this edition: inclu 


lay-out of plant for 
UT that 137,000 will stick to its | facture, ete, Te, 6d. pet 
better home, its better car, its | 4 
better whisky and even its better. 
cigar long after it has parted with | 
estates, farms, and its “gilt-edged.” | 
(Concluded on page 36) 





some of the теңе 
accuracy, and the 







Distribution of 
Nett Incomes. 













1940-41 1937—38 имо 
ФА » 1 К 
^e E ° i i 
28 39+ 33! МАНАСЕМ NT 
49} 41 523 | ву Edward. Brown, EELS A b 
D 7 6$ man who is called upon fee oF 
5 5 33. | control the commercial. side 
1 1, ai size industrial concern, and 
9 73 4 of eommercial practic Te 
emere POSUER INTE tical methods and s tion 
100 100 100 j effectively the guest T 
aan arise from" day te day. 5s, 
“Modern Sir fsaao Pitman & Son: 
Organization ап апаветепі”), | à in House, Parker St. € 


House, Tallis |. 
Subscription Rates: 
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th ^ Typing of ‘Routine Forms | eq iring | 
Carbon Copies by using the | 













Speed-Feed Typewriter Attachment 
and Continuous Stationery 







With the Egry Speed-Feed all waste effort is 
eliminated, as Carbon Sheets are inserted into 
and withdrawn from each set of forms auto- 
matically, thus enabling the operators to spend 
more time actually typing and less time getting 
ready to type. The Speed-Feed Attachment 
can be fitted to any standard make of typewriter- 
and can be snapped on or off in a matter of 
seconds, thus leaving the machine free at other 
times for ordinary typing. 


Farther, particulars available from — 


EGRY LIMITED - WARPLE WAY - ACTON - LONDON, W.3 


Telephone : SHEPHERDS BUSH. 3377 :3 lines) Telegrams: EGRYCOMPAK, EALUX, LONDON 





§ Modern STEEL EQUIPMENT 





5/ее/ SHELVING 


15 MANUFACTURED BY 
RUBERY OWEN IN OPEN 
TYPE AND CLOSED TYPE 
AND SUPPLIED COMPLE- 
TELY ADJUSTABLE AND 
INTERCHANGEABLE. IT 
iS IDEAL FOR OFFICES 
WORKS & STORES AND 
STOVE ENAMELLED 
OLIVE GREEN, IS AS ELE- 
GANT ASITIS EFFICIENT 
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Have facilities for repairing and 
reconditioning customers’ own 
Adding, Calculating and 
Accounting Machines 
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Spraying bombs is dirty work, but that’s ne reason why a girl 
should wear any old thing for it. In this factory the girls wear 
well-fitting dungarees and do better work because of it. The right 
clothes for the job play a big part in increasing output. 


ALL THESE OVERALL MANUFACTURERS 





Н. Wheeler & Co, Ltd., 
107 London Road, 
Plaistow, 
London, E.13, 


* 
Fleming, Birkby & 
Goodall Ltd. 
West Grove Mill, Halifax. 


* 
F. Fryer & Co., 
Orkney Street Works, 
Battersea, 


London, 53711. 








RECOMMEND “RIGMEL” -SHRUNK CLOTH 
and specialize in “contract” orders 


The Jayess Clothing Co. 
Fourth Avenue,  [Ltd. 
Team Valley Estate, 
Gateshead-upon-Tyne. 


* 
John Peck & Co. Ltd., 
Edge Lane, 
Liverpool, 13, 
* 
Long Brothers, 
Hyde Park Works, 
St. Johns Road, 
Sheffield, 2. 


T. Jiggins & Son Ltd, 
Leader Works, 
Axe Street, 
Barking, Essex. 


* 
James Smith & Co. 
(Derby) Ltd., 
Drewry Lane Wks., Derby 
* 


TheS.W.& W.E. Standard 
Manufacturing Co. Ltd., 
42, 43, 44 Bute Street, 
Cardiff. 


ADVERTISEMENT OF THE BRADFORD DYERS' ASSOCIATION LIMITED 
* MANCHESTER + BRADFORD - LONDON 
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‘THE RIGHT CLOTHES FOR THE JOB - 


Are your workpeople 
| dressed for smartness, 
comfort and maximum 


output ? 
"HERE arestill managements today 
A that pay little or no regard to the 
kind of overalls their employees wear. 
And yet all the evidence gathered 
from factories and distributing con- 
cerns proves that the output of work 
as well as the health and happiness of 
the workers is affected by the clothes 
they wear for the job. f 
Particularly with women workers, 
the wearing of smart, мей -fitting 
overalls makes them do better work 
and more of it. Women need to look 
their best to give of their best; "That's. 
why more and more employers of 
overaled labour are getting special 
protective clothing designed for their 
staff because of the all-round good 
effect it has on output and morale. 


Reduce Accident Risk 


One thing is common to the best 
overalls of every type these days. That 
is, they are proof against shrinkage — 
and usually ‘‘Rigmel’’- Shrunk. 
Advantages are that the garment wears 
longer, always keeps its fit and smart- 
ness, doesn't restrict the wearer. 
Incidentally, “Вірте!” -Shrunk 
overalls reduce the risk of accident. 
It is the garment bought oversize to 
allow for shrinkage and the tight, 
shrunken overall that are often the 
cause of industrial accidents, 

Why not explore the possibilities of 
equipping your staff with the right 
clothes for the job? 


















mel- 


REGD. 


Shrunk 


LAUNDRY-TESTED 
AGAINST SHRINKAGE 


Rig 
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Experts Agree 


Morale Affected By Overstrai 





H; 
BUSINESS 


What is Optimum for Output? 





x Average Average 
Year and month: possible hours hours Hourly Weekly 
| : of work, worked. output. output, 
1940 
"April 56:0 534 1000... 5,340 
June 695 61-2 00:5 ju 6,089 
July 68.5 592 963  .: — 570l 
August 68-5 512 9r3 , 4,675 
September 515 441 2 4,331 
October 555 49:2 95:8 4713 
November 65°C 52:4 91:5 4,795 
December 50:0 475 92:8 4,408 
1941 
January 62:5 536 984 5,274 
February 632 543 09 5,376 
March 3:2 55 


6 © 004 
Eigur. from the ‘feport on The Personal Factor in Accidente, quoted in eas article. 





LETI ER after letter received in 
“connection with our recent 
dh ‘of Absenteeism has stressed 
one outstanding fact. Directors of 
businesses all over the country are 
convinced that working hours are still 
too long, And they have evidence to 
show that, especially for women 
workers other than those on part- 
time, a week of around 47 hours 
would produce as good results as 
they are now getting. Furthermore, 
the nation would gain by an improve- 
ment in morale, which is undoubtedly 
affected by the strain of housekeeping 
on top of long hours at work. 


Proof — and Remedies 


The Government itself has pub- 
lished evidence corroborating this 
point of view, but does not seem 
willing to act upon it, 

On January sth last the Govern- 
ments Medical Research Council* 
reported inter alia that :— 

“The time-lost due to sickness, 
injury and absence without permis- 
sion when undisturbed by other 
extraneous factors, varied with the 
weekly hours of work. ... The 
increase during the height of the 
1940. emergency period was due 
“mainly to fatigue, strain and ill- 

“health caused by the longer hours 
of work. . .. The introduction of 
week-end breaks . 2 together with 
holiday rota schemes, \ was followed 
by ап improvement : { 

On July 28th the same Council, 














reporting on the Personal Factor in 
Accidents,f stated :— 

* During the war of 1914-18 in- 
vestigations showed that excessively 
long hours resulted in an increase 
in the accident rate and . . . it was 
evident that fatigue played a con- 
siderable part in accidents." 

These factors, especially in so far 
as they affected the  night-shift 
workers, were fully discussed in 
Business f and methods of overcom- 
ing their grave disadvantages were 
suggested, It is, for example, essential 
to realise in considering this problem 
that if workers tire and become 
" browned-off," machines do not. And 
it is equally essential that these latter 
should be kept running to capacity. 

Multiple shifts, the “С” Plan— 
already a proven success in several 
important undertakings—and other 
ways out of the difficulty, have been 
brought forward, 

One may add that the production 
factors considered above are not the 
experiences of British firms alone. 
They have been acknowledged by 
every nation engaged in a supreme 
effort, not least Бу the enemy, 


U.S. Government Warns 
Industry of Danger 


But the most striking evidence 
comes from the United States. Here, 
ever since the attack on Pearl 
Harbour, the tempo of production has 
been rising until a halt has had to be 
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e dons 1942 
Govt 






| Committee advises 


hours. 


Ф July, 1942 


Govt. | 
nation 
periences 








US. Govt. arg 
48-hour week on уина 
e To-day 
Experts — suggest 





production achieved | | 
shortened hours: a 



















called: in. the interests of 
safety; The heads of all. the Gove 
ment bodies concerned ре the, | 
production GE the US A. on 
it necessary to urge on dio 
adoption of à müximunr 
week. They also жечи 





thirty ийнин mel Det 
middle of each shift, and 
holidays. 
Commenting on these -praposals 
Manchester Guardian. remarks 
hours. in American 
been running to "€ 
which: will undoubtedly: 
by a drop in proe D 
ism, accidents and iline 
The U.S statement goes on fo say: 
“While a 40-hour week is gerer- 
ally accepted in peace-time, there is 
a widespread and increasing apec 
ment as а result of actual esperi 
ence, odo in. this country dnd 
abroad, that for war-time produc- 
tion the eight-hour day and 49-hour 
week approximate the best working 
schedule for sustained «i 
most industrial operations." 
Such an expression of opinio 
far to clench the argument in fa 
of a shorter week, 
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PERSONNEL 


British Policy Ignores Women E 


CU Workers’ Problems 

But British policy has gone on to 

7те other tack, Alarmed by its own 
Committee's reports on the effects of 
*all-out" production in 1940, hours 
of work were at first cut down and 
provision made for rest periods, and 
so forth, These restrictions were 
justified by results. 

The Government have not rested 
here. Ignoring the fact. that. within 
the last year many married women 
have entered industry, they have 
stabilised а working week which is 
causing. unnecessary hardship to 
these workers and is not, according 
to the critics of the system, improving 
production, 


47 Hours Would 


Give Same Results 


(Personnel Manager of a 
War Factory) 


ISCUSSING the matter with a 
personnel manager of a firm 
engaged on war work, he took the 
view that, although his firm was 
loyally carrying out the Government's 
requirements. as to the number of 
hours that women should work, he 
was of the opinion that a similar 
output could be obtained by a shorter 
working week, 

“We have hundreds of married 
women here," he said, “ whose 
domestic life—shopping, cleaning, 
washing, and so ‘on—-causes them 
"great concern because they are unable 
to give these matters the attention 
they need. These employees work a 
` full week, probably due to their 
desire. to assist in the war effort, 
or to home economic conditions, but 
they could, were they unemployed, 
avail themselves of part-time facilities 
in accordance. with. the Registration 
for Employment Order. 

"Тат convinced that if we could 
say to these workers that the country 
would agree to their working shorter 
hours, say, 47 per week, if they 
would give as good an output as in 
54. hours, the response would be 
astounding. 


Earnings Need Not Drop 


_“The reduction in hours would not 
- materially affect their earnings for, 
providing they produced the same 
quantity of units in the shorter time, 
their piecéwork earnings would be the 
same as in 54 hours, thus nearly com- 
pensating them in full for the loss of 
óvertime hours, and the worker 
would be much better off from a 
mestic and relaxation point of 
view, ® 





52-Hour We 
for Women, 
HE subject is an enormous one, 

апі опе feels more inclined to 
write a pamphlet than a-letter about 
it—if one had the time! 


“The branch of the G.E.C. organ- 
isation which I represent controls a 


number of factories, mostly very old- 


established, and the management was 
less likely than most to be stampeded 
either at the outset of the war or 
after Dunkirk by the panic cries for 
unlimited hours of work. Therefore, 
at no time have permanent working 
programmes aimed higher than at 
about 52 hours for women and 56 
hours for men, 


"Sunday work has been anathema, 
and, excepting in answer to the emotion 
which undoubtedly swept over the 
nation after Dunkirk, when for two to 
four weeks women worked a Sunday 
shift voluntarily, we have never 


. planned to have women working on 


Sundays at all. 


“ Men are asked to work on Sunday 
only where they are running continu- 
ous processes, or to do maintenance 
work, 

"You may therefore take us, as 
managers, as representative of the 
moderate school of thought in these 
matters, Even so, we are well aware 


* Married Women 


BUSINESS for 


ek is Far Too Long 
says С. Chelioti of G.E.C. 


that when women are. working on < 
production at anything like the peak 
of their energies а 52-hour week is 
far too long and leads to increased 
absenteeism. and loss of speed. 

“We have a mass of statistics 
which shows that the nominal 52- 
hour week for women results in an 
average week actually worked, after 
deducting time losses, of around 47: 
or 48 hours, Similarly, where men 
are working anything like all out, а 
long week carries the same dis- 
advantages. 

“ For instance; we have an extreme 
case at a glassworks where the men 
who blow special bulbs by hand work- 
ing in front of, and close to, glass 
furnaces, work five 8-hour shifts, and 
on paper are slackers. In fact, they 
are among the hardest working men 
I know; the direct physical effort of 
their work is great and the conditions 
exceptionally trying, and all efforts by 
the local management to increase out- 
put by tempting the men to do an 
extra shift, or even half a shift, 
weekly, have only a very slight and 
very temporary effect, 

“Absenteeism is normally high 
(for men) among this group, and the 
net results of attempts to increase 
hours is nil, f 


Have Hardest 


Job ”—Factory Chief’s View 


CONSIDER that the married 
woman to-day is bearing a 
harder lot in this war than any other 
type of individual. They are expected 
to do a full 54-hour week, production 
work, maintain a home and are now 
being instructed to undertake fire- 
watching duties, They are granted 
one week's holiday per year, and in 
comparing their position with that of 
a member of Н.М, Forces they are 
having a considerably harder time. 
'The soldier has four seven-day and 
occasional 48-hour leaves per year, 
and except when on active service or 
manceuvres, does not put in nearly as 
many hours, 
“1 have heard girls remark that they 
would prefer to be in the Forces, 


Just One Example 


“I have investigated many cases of 
married women who have been cau- 
tioned by their supervision for bad 
timekeeping and absenteeism, and one 
in particular of recent date empha- 
sises the difficult position that this 
class of labour is in, 





“ The case in question was a young 
lady of 23 years who had been 
married for six weeks, and she in- 
formed me, not unnaturally, that she 


(Concluded on page 40) 


POINT OF VIEW! 
“As you know, the official atti- 
tude in England is that the target 
hours for clerical workers should be 
46 and for factory workers 52, Н 
there be any truth in the accusa- 











Orkers exist and of 
the amount of drive they put into 
their work, and who has similar 
knowledge of industrial workers in 
a really efficiently run establish- 
ment аы are plenty of others, of 
course), would probably agree with 
me that logically, if there is any 
difference between the hours appro- 
priate to the two classes it should 
be in the reverse. direction,” 
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MANAGEMENT 


Getting Your Top Manage ment 
Right in War Time 





W^ may simplify the problems 
_ of top management in certain 
directions, however much it compli- 


cates them in others. In a majority 
of cases it simply cuts out the biggest 
problem of all--sales. The Govern- 
ment becomes the chief buyer, and 
the Government is always a safe cus- 
tomer, For the rest, the market be- 
comes increasingly a seller's market. 

Tt also simplifies the prickly prob- 
lems of finance, Both money and 
credit are mote easy to come by in 
war-time than in peace. The Govern- 
ment may. be the world's slowest 
payer, but it also is the safest. 

On the other hand, there is a host 
of new problems for the chief execu- 
tive in war-time. Either he has to 
expand his business with inferior 
personnel if he is on war contracts, 
or he has to contract part, at least, 
of his business to vanishing point 
while saving its identity, if his goods 
аге non-essential. 


War-time Problems of 
Expansion and Control 


But for the average business the 
problems of war-time are those of ex- 
pansion, of shortages of material and 
labour, of personnel problems of 
every description. 

The problem too often overlooked 
is that of the top management, in the 
rapidly expanding war business par- 
ticularly. This question of. central 
control has never been so widely 


Бу the Editor 





Western American indu: 
panies opened all their re 
this research. Altogether 
cerns iormally employ: 
workers and ег tote! 
amounted to  2,000,000,000 
The number of worke 
varies. from. s 000 to 
months were spent on. fie 
the various factories, wiht 
six months were spent 
and co-ordinating the va 
material obtained and in л 
final report.* Ee 
In its field. this rese 
management is as impo 
by the Harvard Unive 
works of the Western Electi 
personnel management t 


























The Need for Real Direction 


and How it May be Achieved 


studied in this country as in the 
United States and Germany. As а 
result only a fraction of our great 
concerns, and too many of these in a 
few selected industries such as the 
electrical industry, the motor indus- 
try, hosiery, chocolate апі confec- 
tionery, certain sections of engineer- 
ing, publishing, printing, paper- 
making and all strong consumer 
trades like beer, tobacco, soap and 
some monopolies like aluminium have 
any solutions. 


American Research Shows Way 
For Post War Re- Building 

At the same time, there are hun- 
dreds of concerns in this country with 
either split-new or temporary war- 
time management organisations which 
will have to be re-organised immedi- 
ately the war is over. In such cases 
direction might be improved by study 
of the central problems of top man- 
agement right away. 

Fortunately, a new research on the 
subject has just been completed in 
the United States by the Graduate 
School of Business of Stamford Uni- 
versity. If Harvard is the American 
Oxford and Yale the American Cam- 
bridge, then Stamford is probably the 
equivalent of one of the best of our 
provincial universities, such as Man- 
chester or Birmingham, 

Thirty-one of the best of the 


ment set-up.of your own hus 
is always wise to clarify у 


on its functions. 


Three Grades af 
“Top Control” Outlined 


The three. zor 
ment are character 
as follows i=- 

Zone 1, The 
tion is to represent, safeg 
further the steckhelder 
determine the basic 
the general course of t 
appraise the adequacy 
results, and in general p 
make the most effective 
company's assets, This i 
exclusive province of the 
directors. 

Zone 2, The General 
ment or. Admunistrativ 
includes the active. planning, 
tion, co-ordination and 
the business as a whole 
scope of basic polici 
and authority deleg 
board. In. other wor 
tion involves the determi 
objectives, of operating po 
of results. me broad 

tive function is vario 

* Top. Management Organ 
Control,” by Paul E, Holden, ооа 
Fish aud. Hubert L. Srath,  U0sTo 
versity Press) 26s, бй nel. 
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| THE THREE 
ZONES OF TOP 
"MANAGEMENT 


Zone 1 
TRUSTEESHIP 
MANAGEMENT 


Representing, © safeguard- 
ing and furthering share- 
A holders! interests; deter- 
mining basic policies and 
broad course of the busi- 
$ ness; reviewing 

judging overal r 












































GENERAL 
MANAGEMENT 


Planning, directing co- 
{ordinating and controlling 
the business as a whole-- 
determining objectives, 
establishing operating 
policies and securing re- 
;8ults--within. the scope. of 
‘basic: policies established 
and. authority delegated 
: dy ti the board, 


Zone 8. 
-DEPARTMENTAL 
MANAGEMENT 


Standing fully accountable 
to general management 
for the successful. conduct 
of the respective depart- 
| ments, divisions or subsi- 
‘diaries of the company. 












TYPE A 





BOARD OF 
DIRECTORS 


Meeting usually monthly 
or quarterly. 


MANAGING 
DIRECTOR 


Consulting informally with 
departmental 
necessary. 


individual 
executives as 





DEPARTMENTAL 
EXECUTIVES 


Including all executives, 
regardless of rank or title, 
who are directly respon- 
sible to general manage- 
ment for their respective 
departments, divisions or 
subsidiaries, 









: Meeting usually monthly 
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TYPE B ТҮРЕ С 












BOARD OF BOARD OF BOARD OF .- 
DIRECTORS DIRECTORS © 


Meeting usually monthly 


Meeting weekly, or oftener 
or quarterly. 


or quarterly. as necessary, 


MANAGING 
DIRECTOR 


Working in conjunction 


COMMITTEE OF 

















with a formally MANAGING 
DIRECTORS 
OR GENERAL Nc add ee 
COMMITTEE OF EXECUTIVES BOARD OF 
DEPARTMENTAL Consisting of the manag- DIRECTORS 
MANAGERS ing director’. and B. ы Meetings severnl times a 
Who are called together other top officers yon week, 
as necessary from theip| devote full time to the | 
departmental duties, | interests of the business 
Meeting weekly or oftener | #8 а whole, delegating to 
as oceasion demands, | departmental ^ executives 
wide responsibility for 
management of specific 
operations, 
Meeting several times a 
Sepe = week. "Mv p Mcr. 
DEPARTMENTAL | DEPARTMENT. AL INDIVIDUAL 
EXECUTIVES EXECUTIVES DIRECTORS 


"Devoting major attention 
to the management of 
their respective depart- 
ments, divisions and sub- 
sidiaries, 


Including all executives, 
regardless of rank or title, 
who are directly respon-| who are directly respon- 
sible to general manage- | sible to general manage- 
ment for their respective | ment for their respective 
departments, divisions or| departments, divisions or 

subsidiaries, 


including all executives, 
regardless of rank or title, 








(a) Бу the. chief executive, (b) by 
the chief executive and a part-time 
council of divisional executives, (c) 
by a full-time group of general 
executives, or (d) by a managing 
board of directors. 

Zone 3, The Divisional or De- 
partmental Management Function 
includes the management of the 
major divisions or departments of 
the company by executives fully re- 
sponsible and accountable to general 
management for the successful 
conduct of their respective opera- 
tions, “This zone embraces the top- 
most level of executives concerned 
primarily with a particular division 
of the company rather than with 
the enterprise as a whole, 

Tn the average concern these three 
fundamental levels of management 
have never been clearly separated, In 
many instances the difference between 
them has never been defined, 


Harassed Directors Cannot 
Get Results 

In the average small business the 
top two or three directors are re- 
sponsible for all three, The result 
is usually over-burdened executives 
and inadequate management, To-day 
it is particularly. difficult for the 
hard-pressed executive to separate 
his mind from his own crying needs 


ntoerswy ress, 


О.У, 


and to see to the work of the business 
as a whole, 

Yet only by a yardstick of this kind 
is it possible to test the adequacy of 
any top organisation and, therefore, 
to improve it. The question of secur- 
ing an adequate control through the 
board of directors is much simpler 
in America than in this country. 
There the function of a director has 
never been bedevilled by the institu- 
tion of the guinea-pig. The old 
school tie is no password to a direc- 
torship in the average American 
concern, 

How many of your outside direc- 
tors possess any of these qualities 
except the willingness to criticise? 


The Ideal Board: lts Size 
and Make-up 


What is the ideal size of a board? 
In the case of the firms studied the 
ideal number seemed to be 13, but 
the minimum was 7 and the maximum 
36. 

Here is an admirable list of quali- 
fications which do justify the ap- 
pointment of a man as an outside 
director, based on the experience of 
the thirty- -one concerns studied by our 
authors :— А 

1. A personal financial interest in 

the enterprise. 






subsidiaries, 

2. A limited number of other 
directorships. 

3. A familiarity with the. company 
and its industry. 

4. An independent viewpoint. 

5. A willingness to criticise, 

6. Sufficient interest to insure 


regular attendance at meetings 
and thoughtful consideration of 
company problems. 

7. A broad business and executive 


exnerience, 
8. No adverse interest. 
Management organisations in 


America tend to be more.carefully 
thought out and more elabórate than 
those in this country. But in both 
countries the aims. of ‘management 
are the same, 

In America the distinction between 
the function of general management 
and that of sectional or departmental 
managements has been much more 
carefully thought out than over here. 
For that reason two or three manag- 
ing directors in relatively small con- 
cerns, and  half-a-dozen assistant 
managing directors in large concerns 
are more-common than with us. 

Nine Main Functions of 
Management 
The functions which fall within 


the scope of general management are 
outlined by the authors as follows :— 











SUMMARY OF 
31 COMPANIES 





BOARD SIZE 


Minimum 7 
Maximum. 86 
Average 18 


MEETINGS 


. Bi-weekly 1 company 
“Weekly 1 company 
Semi-monthly  ... 1 company 
Monthly... a: 91 eompanies 
Bimonthy " .. 1 company 


Quarterly, E 
EXECUTIVE COMMITTEES 


in ов companies 


FINANCE COMMITTEES 


in 6 companies - 


6 companies 





GENERAL MANAGEMENT 


TYPE A: Through Managing Direetor con- 
sulting ошау with departmental execu- 
votives. 10 companies. 


| ҮРЕ. в: Through’ Managing Director and 
part-time | committee ^ of. departmental 
‘Managers. 12 companies. 
TYPE Ç: Through Committee of Managing 
Directors orgeneral executives devoting full 
tine to company: rather than departmental 
: rests. 7 companies. 


“Board of 









Directors, 









буе plan of company organisation, 

with functions, responsibilities, and 
limits of authority clearly defined 
and properly allocated. 


2. Maintenance of fully qualified 
personnel in all management posi- 
tions, 

oo 30 Bar-sighted planning and 
“elarification of general objectives. 


4. Maintenance of effective 'sys- 
tems of control over such general 
activities as capital expenditures, 
operating expenditures, - results, 
man-power, wages, salaries, product 
line and prices. 

5. Review and approval of major 
appropriations, budgets, appoint- 

-o ments and salary changes as pro- 

= vided under these systems of 
“control, within the limits delegated 
to it by the board and above the 
limits delegated by it to divisional 
executives. 

6. Determination 
operating policies, 

7. Recommendation to the boar d 
on matters requiring its action. 

8. General co-ordination ої 
major operating plans. 

9. Appraisal of divisional or 
departmental performance and 
results. 





of general 





15 


We show graphically 
the 31 various forms 
of management con- 
trol ánalysed by the 
Graduate School of. 
Business of Stamford 
University, U.S.A. 
and their summary. 
They are described 
in some detail in 
this and a following 
article 


Four Ways to Assure Efficient 
Control 


Obviously, the most important of 
these functions is control. Half of 
the errors committed in the routine 
of wareavork could be avoided by a 

roper system of control instituted 
inside the firm. Too often. the 
controls of the Treasury and other 
departments come on the scene too 
late to remedy the danger, prevent 
the delay and avoid waste. 

The fundamental problem in organ- 


ising an efficient system of general. 


management is to decide on Ше set- 
up. The organisation of the thirty- 
one companies studied showed four 
types of set-up for general manage- 
ment. 

А. The managing director 
handles the whole of the general 
management, seeking advice from 
directors and managers as he needs 
it. 

B. The managing director and a 
committee of departmental direc- 
tors or managers to do the work. 

С, A number of companies have 
solved the problem by putting the 
entire general management in the 
hands of a special group of man- 
aging directors and general execu- 
tives who give their full time to 
the problems of general manage- 
ment. These executives have no 
specific departmental responsi- 
bilities. 

«D. Ina few cases the board of 
directors handles the general man- 
agement in addition to its trustee 
function, 

Obviously the first method is the 
best for getting quick action. In 
British industry to-day there are 
more small companies run by the boss 
than in any other way. ina Sal 
+ '" Management and the Worker,” by E. А, 
Roethlisburger and William J, Dickson. 
(Oxford — University - Press.) 27s. Ses 
Business for September, October, November 
and December, 1941, and February, 1942. 


. some of the major functi 


training 





company the work may he wes and 
thoreughly.done by a ‘capable, 
getic chief. 

More usually, however, the 
making decisions without Hay 
knowledge on which to bas 
anything like the time nec 
their full consideration. 





















such as the 

е of upper personne! 
pletely overlooked. When t 
retires the organisation of t 
ness. is apt to go to pie 


agement, 











Departmental Directors d 
Control? `` 


Under the second x 
mental. directors €. d 
problems of general manager 
their stride, "Phe: schen 
advantages, howe 
mental manag 
their point of vi 
important deci 

А great. 
scheme is that in- 
is impossible der. t 
managers t 3 
on problems: 
considerable time, 

Further, the spe 











































consideration af 
of the business, © 
Finally, there 
that the depart 
fight for the 
department when 
interests of the busin 


The U.S. 


i es 


System's м i 


One in every four 
panies studied, however, 
the modern American methi 
full-üme committee of 
concentrating « on gencral. ma 





only, : 
On. this group. falli the 
sponsibility. for dete 


operating policies, for 
and control of the d 
whole. 

This set-up is а safepua 
encroachments: "Phe m 
of a management commutee 
а the board of directe 








лев fanction, : 
decisions are held up fe 
monthly directors’ mee 
Most of these manag 
mittees consist of ab 
executives, Generally the 
directors are members along 
senior experienced executi 
have specialised іп pre 
marketing’ and finance. 
Decisións of this comuni 
given as from the committee. 





(Te be continued) — 





‘Is the 


Official 52 Hours Week Too 


UR: second annual» survey of 
‘Absenteeism in the September 
issue has certainly created a stir. The 
figures: given are generally accepted. 
The Manchester Guardian, for in- 
stance, welcomes them as authorita- 
tive evidence of the gradual fall in 
absenteeism during the past twelve 
“months, | 
‘But. the Editor doubts the judg- 


- ment of our collaborators, 


"Beyond this point the reader 
follows warily, never forgetting 
that the tables of ‘causes and 

remedies" are only expressions of 

Ше average employer's personal 
opinion and may reflect his choice 
cof newspaper as closely as the 

1 Situation in his factory.” 

This is certainly no compliment to 

“the records kept by the personnel 


| © departments of British industry ! 


"Yet the method of combating ab- 
; Senteeism which secured next-to-the- 
top vote was "keeping records of 
absentees.". It seems unlikely that so 
“many large concerns could have cited 
this method unless it had been very 
generally adopted. Readers will re- 
collect that we have urged the keep- 
ing of absentee records in BUSINESS 
consistently over the past two years. 


* Overtime and desire to 

avoid Income Tax, chief 
causes,” says Industrialist 
Head of a well-known and highly 


efficient.concern in the North, how- 
ever, makes the same. point. 


“While your survey is the most ^ 


thorough. and best-presented yet 
available, are not-your ‘ facts’ and 
conclusions still too much a matter 
of opinion on the-part of the exe- 
cutives you quote? 

"lt may be my.'opinion' that 
persistent overtime and. desire to 
-eayoid income tax. are among the 
“two chief catises for absenteeism, 
but unless I and all the other em- 
ployers reporting have. actually in- 
terviewed and kept a written record 
of all our persistent absentees over 
a long period, this is purely an 
'opinion' based perhaps on certain 
pre-conceived ‘notions ^or snap 
judgments of our own—and most 
of us have many. 





16 


_ BUSINESS for 





Employers Tell BUSINESS that 

the Optimum Working Week for 

Both Output and Health Falls 
Between 40-47 Hours 


“Could not your reporting firms, 
or a group of manufacturers, 
undertake for the next six or 
twelve months to keep stich com- 
plete and accurate written records 
and report them to you, so that you 
could then nass these doubly valu- 
able conclusions on to us?” 

Here is a specific challenge from 
an employer who himself does not 
keep complete records of absenteeism. 

It will be appreciated that the 
keeping of detailed records on the 
causes of absenteeism entails (a) the 
persistent interviewing of each ab- 
sentee; (b) the keeping of weekly 
records, and (c) the careful analysis 
of these records for a monthly 
statistical summary. 

There is no great difference of 
opinion as to the ideal record, The 
records now required by M.A.P., for 
instance, are helpful but necessarily 
too general for this purpose. The 
ideal record of absenteeism gives the 
following facts :— 





— 


Send Us Your Returns 


I appeal to twelve readers of 
" Business" to arrange for their 
records tœ be kept in this form and 
returned (о us once a quarter. 
First return to cover the period 
October Ist to December 31st, 
1942. 

Will every reader who is in a 
position te help in this matter please 
write me, stating very briefly (a) 
nature of the work the firm is 
engaged on, (b) number of shifts 
worked, (c) number of employees 
eed ey ideali red 
ave the nec ground by 
which to check the figures. 

Needless to say, all individual 
figures will be kept entirely confi- 
dential as in the case of our annual 
questionnaire. 


ато инрои 





Unavoidable Absentecism. M. 
Certified Шпеѕѕ (M.O. Cert.) 
Forces Leave 98 i 

Total 


Absenteeism. 


уу. 


(Partly) Avoidable 
Casual Illness ... 
Ппеѕѕ at Home 
Unofficial Holiday: 
Domestic Reasons 

Total 
Grand Total 


This is a simplification of the ae 


M.E.M, records, which are the best 
that have come to my notice so far. 


Hos Any Executive Found a 
Remedy ? 


OME of my correspondents 
believe that absenteeism can be 
reduced to manageable proportions 
largely by an efficient welfare depart- 
ment, a good medical service, con: 


tinuous interviewing and the keeping ` 


of adequate records, 


While this may be possible. in the ' 


smaller concern that has not been 
inundated with green labour from a 
distance, I doubt whether it would 
be possible for a large concern con- 
tending with such problems. In this 
case, the problems of too much over- 
tme, too high wages, reluctance to 
pay income tax, must be tackled from 
the point of view of absenteeism, 
however beneficial they may be t» 
output on a short-range view. 

It any of my readers in charge of a 
firm employing more than 2,000 people 
has managed to reduce absenteeism 
below the average in spite of over- 
fime, high level of wages and no 
income tax service, will he please let 
me have some of the facts? For he 
will certainly have found a short cut 
to the cure of absenteeism and the 
improvement of output, CC 
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; ligh- Ups to Blame 
for Failure of So Many 
N.S.O.'s to Act." says 
Arms Factory Executive 
Э EADERS will remember that a 


‘ yery large number of firms 
сей the failure of the 





| : d National 
Service Officers: to use their 
strengthened powers against per- 


sistent absenteeism. 
- “The personnel. manager of a big 
“northern works: possibly puts his 
finger on the spot :— 
: “Тһе author mentions that the 
reluctance of the National Service 
"Officer: to enforce penalties is one 
of the chief complaints of firms, 
but. ту experience 18 contrary to 







rvice Officers are only 
o take legal action, but 
mbling block seems to lie in 

^ Regional Office. 
It appears to be their policy 
zmever to take a chance on a prose- 
E tion. failing, and they have this idea 
of ‘Safety First’ so much in their 
minds that a great number of per- 
sonnel managers have no alterna- 
tive but to discharge the employees. 
“1 have four such cases in hand 
at the moment and the local 
National. Service Officer, who has 
to prepare the cases, is simply in- 
furiated by the attitude of his 

Regional... Office, 


Girl Away Nine Weeks Out 
of Ten 


.. "In one case, the girl has been 
away for about nine weeks out of 
the last ten. 

The local National Service 
Officer has recommended а ргоѕе- 
cution, This was some weeks ago, 
and. the. Regional Office will only 
agree їо а charge of leaving our 
employment without permission. In 
this case the fine would be about 
£1, whereas if the girl were charged 
with absenteeism the fine might be 
anything up to £20. 

“Т think that the remedy lies in 
getting at the people high up. 1 
have found that the local people 
are only too anxious to. help once 
they are convinced that the circum- 
stances justif the > 
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Managing Director says— 
*Do the Job Yourself !" 


On the other hand, the managing 
director of a idlands concern 
believes that my deductions from the 
evidence of the Business survey are 
entirely wrong. Not that he gets co- 


operation from his National Service- 


Officer; he rarely calls on him at all. 

“In my firm we have no evidence 

of non-co-operation of National 

Service Officer for three very 
simple reasons :— 


1. Our Works Council and Pro- 
duction Committees are efficient 
and conscientious enough to deal 
with nearly all extreme cases— 
and we constantly push. and 
prod Council and Committees to 
taking action. 


2. An over-all work bonus-such as 

7 we have operates to make 
workers and their committees 
eager to stop slacking—and 
again we emphasise this to 
workers and their representa- 
tives again and again. 


Our own personnel managers 
and supervisors work hard 
enough on extreme cases, and 
bring enough pressure to bear 
by refusing overtime, transfer- 
ring to less acceptable and re- 
munerative work, etc., and finallv 


<» 


«Personnel Officers Must be o Traine 


ee tec 
.rewards 


MANAGEMENT 


by pointing out the di 
of reference to the ' 









necessary." 
He Objects to Special 
Awards 


“Мап Ехеси tive! 





























to workers. 
attendance, reported in ot 
ism survey. It will be re: 
that in one case a fin g 
quarter to every work: 
perfect-attendance record, 
reported the successful | 

double wages for tl i 
employees with a very 

ance record: M 


already Ss pai е 
come to be looked up 
rights, and have 
effect in creating an ac 
ance when the var 
withheld! Especially, when, а 
bound to. happen, the Pew 
missed by only a ^ 
margin; and even. 
puc of. a ee 


says Dr. Northcott, of Rowntrees _ 


N this page last month 1 explained 
the contrast which one so often 
finds between the highly educated, 
specially trained and resourceful 
woman welfare officer and the per- 
sonnel manager who has won promo- 
tion within the business and depends 
on rule-of-thumb methods rather than 
a background of knowledge. 
“I was much interested in your- 
comments on personnel management 
problems in the August issue of 


Bustness,” writes Dr. Northcott. 
“Your contrast brings out two 
points :— 


1. A person in authority, whose 
education and training are de- 
fective, is a liability, not an 
asset. Modern business is too 
complex and human relations 
too important to be left to the 
blundering of the unskilled, 

Labour management is a job for 
men and women qualified on 
three points—training, experi- 
ence and personality. Clearly a 
personnel manager must like 
people, but his judgment must 
be trained till it becomes sound, 
and his imagination enlarged bye 
experience till it sees the- in- 
tangible in every situation, ` 
I find it difficult. t6 accept your 
conclusion that “slack direction is 


ю 


сант personnel, 
















permitting some teh ou 

to take too. 

into their own ha 

T would suggest: ‘tha 
tion to think проп the. 
of organisation has 
placed: labour manag 
adequate guidance on the limit 
their own responsibilities, 

"Perhaps this is slack direction. 

In any event itis damaging 
efficiency and to sound human. ehe 
tions. In a-well- managed business 
every job is carefully def 
no more. responsibi ty is allo 
any man or woman than f ie or she 
can effectively carry. 

Dr. Northcotts definition of 
training necessary for a pe: 
manager is impeccable, and 
keeping for reference, 

But- such a- situation as I outlined 
surely means that the directi 
has not visualised an obvii 
sible situation, (b).has taken. no 
to avoid its occurrence, and i 
no method of control ready to c 
the error of judgment even w 
has occurred. 

One function of management 1 
but a second 
organise against errors due to R 
highly qualified personnel. 
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Ох сап hardly pick up a journal 
for business executives nowa- 


Uus days without finding that it contains 


Un- 


-an article- on Absenteeism. 


Codoubtedly.it is а subject very much 


гла the minds of Personnel Managers 
and the matter is sufficiently serious 
to justify fully the space given to it. 
“We people in the labour field tend 
о. blame all the causes over which 
little control—transport, 
doug hours, high rate of wages, 
"shopping difficulties, and particularly 
the.machinery of the Essential Work 
Order, But there is still much that 
we can do for ourselves to reduce 
the figures for absenteeism, 


i Recorded Absences 
Fitol To Improvement 


A recent article in Business rë- 
| ported on a questionnaire completed 
‘by 180 firms, néarly a third of whom 
; thought that the chief remedy lay in 
interviewing — returned absentees. 
About а fifth were of the opinion 
E a solution was to be found 
"through better systems of records of 





RECORD SYSTEM 


For Handling ABSENTEES 








by 


k 


L. E. Broom, 
A.M.LP.E., M.Inst.L.M. 


Personnel Manager of a Group 
of B.S.A. Dispersals 


So an efficient method of record is 
quite important, The method of re- 
cording described below has proved 
to be most successful. Yet it has 
been introduced in the most difficult 
conditions, for it serves a group of 
four dispersal factories separated by 
three or four miles, and having only 
one central personnel office, 

The system gets its facts from a 
perforated card which is filled in by 
a time clerk for each factory at the 
commencement of the absence. Dif- 
ferent coloured cards are used for 
males and females. Half an hour 
after the commencement of every 
working period the clerk removes 























































































absences. . from the clock-card racks those 
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This isthe main record of ‘attendance, on 


glance i 


which are plotted all absences. As shown 
hy key, this is easily read and gives at-a- 


information 


. BUSINESS for 


cards which have not been used, and 
takes them to his office where he fills 
in a. perforated сага for. 
absentee. 


System Cards Scrutinised 
by Departments 


A glance at the illustration of the 
card shows that there are five 
sections, each for a person ог 


department interested in the absence. 


After being filled in, the cards are 
torn along the perforations and dis- 
tributed as marked, one for the per- 
sonnel department (by the next inter- 
departmental post), one each for the 
works manager, the foreman and the 
surgery. The large portion of the 
card is placed in the card rack in 
place of the normal clock-card. 


each. 


At this stage the only details to be - | 


filled in are the name, check number 


and: particulars of the time of com-. 


mencement of the absence. 


able as to the cause of the absence 
until another day or two have 
elapsed. 


Health Certificates: Are. 
баш. l 


The next stage is to obtain infor- 
mation about the reason for the 
absence. It is not considered reason- 
able to ask employees for medical cer- 
tificates for periods of less than 


three days, and, in fact, doctors will: 


not readily give them for such short 
periods. 


Employees are instructed to t ring or. 


send their certificates to an one. of 
the group of factories, w! hever ` is 
the most. convenient. tor th 





"S 





if 
National Health certificates are "sent, 
they are, of course, not Кері; all that 
is necessary is for a ‘responsible 
person to see them and pass on to the 
personnel department the information 
contained thereon, 

The information on the certificates: 
is, of course, to be treated as ex- 
tremely confidential, and it is neces- 
sary to limit the number of people 
who have access to it. When a cer- 
tificate has been received, the Sister 
forwards the information to the per- 
sonnel department and also to the 


1 


E 


In most... 
‘eases there is no information ауаі- 


works manager and the foreman, But- 


whereas she gives the personnel de- 
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CLOCK (M ON THE OTHER SDE 
OF THE CARD (MOLD THIS арк 
TOWARDS VOU) AND THEN MAND 
‘THE CAND TO THE SECTION CLERK 
WHO WU BE-MISAUE YOUR OWN 
CARD. 


FSF YOU 00 NOT HAND Tatts CARD 
` 3M YOU WILL STILL ВЕ MARKED 


FOR OFFICE USE ONLY 
Ы guo to Histo, has x Doctor's Cont- 





Qui at Con (ЧЇ any) o] e 


^; Individual absence card perforated for 
detachment of agi aoa particulars 
for the attention of the department 

` concerned. Gives a complete check оп 


> full information about 






ase of the other two, They 
be satished with the infor: 
ta certificate has been re- 
‘ceived, and that the matter is being 
dealt with, 

The foreman can enquire from the 
personnel department how long the 
employee is likely to be away. 


Personnel Department Keeps 
Record of Follow- Ep 


The personnel department receives 
its notice of the absence by means of 
the portion of the perforated card. 
This is fixed. into à spring-clip òn a 
wall-board in the personnel office, the 
clips arranged in such a way that the 





whole area of the cárd is visible. 


Information received about the cause 


of absence is added to the card, and 


if no news has arrived by the fourth 
day a letter is sent to the employee, 
followed by a second letter a few 
days after, and a visit later if neces- 
sary. . Details of letters sent are 
recorded on the card. 

When the employee returns, he finds 
the temporary clock-card in the rack 
in place of.his ordinary card. The 


instructions on it tell him to clock-in- 


on. the back of the card, after-which 






he time of arrival on the 





exchange for the absentee clock-card. 


es it.to the time clerk, who 


al clock-card (in ink, initialled), : hend the wider va: 


d re-issues the ordinary card in 
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Women Workers’ Health Cards 
Go To Surgery Sister 


If a certificate has been received 
the fact will have been noted on the 
space at the bottom of the temporary 
card by the Sister in charge of the 
surgery. This will make it unneces- 


sary to question returned employees. 


as to the reason for absence, but if 
this space is blank it is the duty of 
someone to make enquiries about the 
reason. The Sister in charge. of the 
surgery performs this duty in respect 
of women workers The cards for 
returned men having been sent to the 
works surgery, they are added to the 
women's cards and forwarded to the: 
personnel department. These in- 
coming cards enable the department 
to remove the small cards from the 
wall-board and to enter. up the 
period of absence and the reason for 
it on the employee's record card. 


Main Card Gives Complete 
12-Months’ Record 


This card (illustrated on facing 
page) for each employee is divided 
into squares representing half- days, 
aud the absences are recorded in 
coloured pencil or ink in accordance 
with the code shown. The classifica- 
tions of absenteeism are arbitrary 
and may be altered to suit circum- 
stances, but the principle remains that 
it is very easy to read from a record 
card by means of the colour system 
not.only the period of absence, but 
also the reason. To save time in 
entering, absences of a whole day are 
marked with a letter written across 
the two spaces, The same applies to 
the night shift, where obviously an 





ABSENTEEISM 


employee is absent f 
night, if away абай. 
card, the letters “D” 
and “М” for night shiit z 
The card lends itself to 
in addition details of 

keeping. The time Dur 
factory sends to the per: 


or the whole 
n maris 
5p d 



































or two alow e : 
minutes late for бас 
entered on the card in 


Personal Inte - 


view is also c 
tion. with bad _ 
foreman receives а 
employees: whom | 
partment consider | 
manded, If this 
employee is interview 
sonnel manager, and if. 
hopeless, reported to: the 
Service Officer, 

The advantages 
system аге that 
read a graphical. 
than a list of dates 

Such a chart also. 
simple record which c. 
the hands of a Works Abs 
mittee or any other p 
to have the inform 
the National. Sery 
very: simple matter, 


n the way of Force 
off generally. 





Manuals for Trainees 


Who. should prepare them ? 


OMPILATION and: preparation 
of the Training Manual has 


‘been usually considered the exclusive 
"business of one of the directors, the 


secretary or the labour manager. 
This has resulted іп а complete set 
of official instructions, but so lacking 
in the human touch, that it is rarely 
studied, 

Such a problem confronted a firm 
of lending libraries recently, when 
they were faced with two. new 
situations :— 

I Their clientèle had altered: 
soldiers stationed in strange towns 
had, created a new demand. * 

New. assistants, able to compre- 
of queries 
raised, needed special training. 

Their old manual was found to be 
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: of cases, 





















younger trainees 
grasp its details. : 
the cause. of its failure. to. 
ideas over was revealed. 
ingly, 2 new series of poc 
tion manuals were given fo 
licity manager to prepare, 
recognised. that he possessed : 
pared mind, attuned to the ou 
of the adolescent. 

Result: the new instrüction mar 


form of a. quiz, 
very. Successful in a W 
its dialogue 
Hows. any. заа a 





the learner's Tete. 


ABSENTEEISM . 





Three Firms’ Methods with 


Absentee 
Workers 


YUR survey* shows that a number 


of concerns have now started | 


their own: ‘campaigns to improve 
morale. and. to. fight the- chronic 
absentee (whom one concern has 


dubbed the "chisling "), Та these 
cases it is obvious that the lack of 
imaginative Government propaganda 
is partly to blame for much of the 
persistent absenteeism, 

The average worker to-day has 
never. been told what he will get 
"when peace comes. He knows little 
or nothing of our war aims. 

One company has issued a series 
of posters which have proved more 
effective than many of the Govern- 
(0 MMENNISUSIRONU SHE EEES EEEE 

ABSENTEE ALPHABET 


Absenteeism is bred from laziness 
by good earnings. 


Best reformer is a fellow-worker. 


Causes of absenteeism analysed 
show clearly defined separate 
policies for men and women, 

Don't interview absentees unless 
some action will result. 

. Employment, to too тапу 
' workers, can. only be realised 
by a major. war, 

Food matters more than canteen 
furnishings. * 

“ Grouses " must be watched and 
followed up. 

Health is not only a matter of a 
doctor's certificate. 

Joint action is necessary. 

Know your workers’ problems. 

Listen to what they say. 

^ Management means , . . 
No purpose іп high canteen 


charges, ... 
"Personal contact with workers 

; gets results. 
Realise importance of Production 

Committees. 


Satisty all legitimate complaints. 
Too тапу doctor's certificates are 
delightfully vague." 
«> Unemployment, ‘post-war, is a 
constant fear, - 
Verify every personnel report. 
Word “ absenteeism” is invidious 
+ + + inaccurate .. . why not 


use “ reasons for absence from 
мок"? ш 


Би шг Ж BUmesEss. for September, pages 13—18, 


ments. efforts. These posters give 
messages that are personal, and inti- 
mate; they are signed by the manag- 
ing director and this is how one oí 
the latest reads: 

“In a recent message, I gave you 
some figures illustrating the import- 
ance of good time-keeping in the 
maintenance of output, and 1 am now 
very pleased to report an improve- 
ment in the time-keeping record. 

“А small minority, unfortunately, 
are still slacking! 

" You may have noticed recent 
statements in the Press criticising 
workers in industry in general, This, 
I feel, is grossly unfair to the great 
majority, particularly in this factory, 
as I am convinced that it is only a 
small minority who are still slacking. 
I would, therefore, like to give this 
message to all our workers: 


To the Great Majority 


"By your magnificent efforts you 
are helping to shorten and win the 
war, 

“Although medals are not given 
for good time-keeping, you have the 
great satisfaction of knowing that 
you are pulling your weight and not 
letting the team down, 

“My thanks to you for all your 
efforts, I hope that you will be en- 
couraged to continue giving of your 
best to the advantage of us all.” 


To the Small Minority 


“Now, then! You workers who, 
though you clock on time, arrive late 
on your section; who waste time 
talking and larking; who start clean- 


How One 
Firm 
Points the 
Finger of 
Scorn at 
the 
Absentees 


i 
{ Ж. + 


"BILL & MARY ARE WORKING FOR HITLER 


BUSINESS for 


Jar Against The “ Chisling ” mmen 


ing up i5 minutes before the shift’ 
ends; who knock-off work to minutes 

before {һе meal break; who waste 

time queueing up outside the canteen ^ 
long before the doors are opened. 

“Are you being fair to your shop- 
mates—to our lads in the fighting 
Services—to the women and children 
of this country—to our allies—to 
yourselves? 

“T am sure that none of vou are 
indifferent to the evils which. are im- 
perilling our national existence, 

* Why not face the issue, there- 
fore, and back up your country with 
action and the right spirit ?" 


The Laugh Is On 
The Absentee ! 


A second firm is running an 


editorial campaign against the 
"chisling" (a word of their own 
coinage) in its house organ, This is 


partly serious, partly humorous, as 
the cartoon illustrated shows. 
A third firm bases its campaign on 


its own absentee figures. Special 
forms are sent to every Area 
Manager and Department Chief 


showing which of his men or women . 
have been late. These people are 

then interviewed individually by {һе w 
executive concerned, At the end of^ 

each week, the second form (illus- 
trated) is compiled and posted in 
every shop in the works. A copy is 
also supplied to the Advisory Works 
Committee. The members have taken 
a very keen interest in the. matter 
and have contributed a: great deal to. 
a big improvement in time-keepimg. 
Any serious cases are sent down to 
the Personnel Manager, who, jif 
necessary, passes them on to the 


National Service Officer. 





TODAY" 
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"i \ ATCH THE OLD KNIFE-GRINDER as he tours quickly and accurately. Don't-lurry-me” 









the streets on the look-out for clients. with scissor are no longer sufficient. That is why machines a 


trouble or knife worry. Wheu business is brisk the busy to cope with numbers-—1machines- able to per 
housewives leave their dusting to crowd round him, most intricate calculations in less: time: than it takes 
| their arms overflowing with blunt cutlery. But his the knife-grinder to say * seissers Т?” 
: е business, not being equipped to cope with numbers, All businesses with more work to dé and less -ntall té: 







is. run strictly on the * don't-urry-me! " lines, For do it realise that itis- both in their. interest and 

however much de niay put his nose to the grindstone the National interest to avail themselves of this enormous E 
he can ónly make one lot of sparks Ву... step-up in efficiency. And. that is why they unis 
In modern businesss, numbers have to be coped with Sumlock adding-caleulators i oe 









BELL PUNCH are— — ux 
Designers and manufactt rers 
of these mechanised trol 


Adding. Machines (Plus) 
x Calculators (Sumlocl) 


- fiers 
Pressure Contro eray Variable). 


BELL PUNCH Taximeters (ер, Е 
i i in DRE M. 
COMPAN!ES MELLE Automaticke) engineering and Secre 
i Belpunch) | tractors to the Amira 
is "4 Toto (Belpunch) Office, Air Ministry & М 
Mechanical Fastening! agi a Suppl. © LIS ue 





systems. 
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` Bell Punch Company Limited, 39, St. James's Street, London, 
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- BUSH NESS for 


esL Pa pose Training for 16-Year-Olds 


Education Staircase That Can Fit 


Round Pegs Into 


OLLOWING our article on the 
importance to industry of the 
junior girl staff of 16—18 in August 
issue,* we are able this month to 
give a few specific details of the 
method of training used in one 
famous. business system office. 

The basis of the whole scheme is 
twofold It aims first to get the 
right girls to the jobs for which they 
show most aptitude and, on a 
parallel footing, is the idea that each 
girl who leaves the " school " has had 
actual practice — and shown some 
measure of proficiency—in at least 
two related office processes. The 
latter. ensures fluidity of labour in 
proportion to the varying day-to-day 
demands of a business; the former 
ensures keen and efficient staff who 
have been trained to think. 


The *Detective" Mind 


Girls are encouraged throughout 
their iraining to. develop an enquiring 
and "detective" mind, A girl on 
filing is expected, as she progresses, 
to learn and memorise where her 
letters come from, to what they are 
likely to refer, where they are filed 
and—most important of all—who 
may be expected to require them for 
reference. This gives her a round 
picture of a number of processes 
within the firm, and helps to build a 
background that will prove of the 
greatest value. 

Incidentally, girls while still learn- 
ing their "own" job, are quite often 


sent out to other schools for so many 














The Right Holes 


hours a week in order to learn the 
intricacies of office machinery not 
handled by the business which is 
training them. More topical still is a 
scheme for giving each girl a 
thorough grounding in ARP. and 
Fire Fighting. 


Plan for a 16-Year-Old 


The average age of entrants is 
around 16, and most of the girls 


have spent some time in one oí the 
various clerical schools. 

For the first two or three days the 
beginner.is kept at shorthand and 
typing tests, to sharpen her up and 
to find out how much she knows, 

She is then sent to the Filing and 
Posting Department for an average 
period of one month, the first 14 days 
being spent on collation of corre- 
spondence and "background collect- 
ing.’ After this, and if satisfactory, 
the girl is given actual filing to do 
under the supervision of a senior. 
Then comes the charge of a group 
of files in actual use; this entails a 
knowledge of the system as letters 
have to be found quickly and records 
meticulously kept. 

Some girls find their métier here 
and remain as filing clerks, senior 
staff being promoted or transferred 
to make room for them. They are, 
even at this stage, fulfilling the two- 


fold demand of which mention has 
already been made—they are fit for 
this job and are also competent 


shorthand typists, 
Girls whose special bent appears to 


burns. 


lie in other directions are transferred. 


to the Billing Machine Department, 
where they work on invoices for a 
period of from one to two months. 
The best of these are then transferred 
to the Order Department, where they 
get their second qualification on 
Goods Inward jobs. 

The final group—and all entrants 
are under continuous observation in 
order to get the optimum results—- 
are given a month or six weeks in 
the Accounts Department, sending 
out statements and keeping accounts 
under a senior girl. After this pro- 
bationary period the best of the 
bunch are given the chance to handle 
small ledger accounts on their own. 
Some of these girls, as already men- 
tioned, are sent out to mechanical 
accounting firms to get experience as 
operators of various specialist 
machines. 


Three Self-Contained Groups 


Thus the whole course consists of 
three groups: 
,L Filing. 
2. Invoices and Goods Inwards. 
3. Accounting and Mechanical 
Operations, 

Each of these groups is complete 
in itself and each girl can go out to 
a job fully. qualified in whatever 
section she has taken, plus a reason- 
ably effective knowledge of shorthand 
and typing. 

Each girl, no matter from which 
group, has been chosen for the work 
for which she had the most apparent 
aptitude. 

Girls come into the school from 
clients’ offices outside and in such 
cases are put through whatever 
course is likely to be of most service. 
Since the war a number of re- 
entrants to industry, with ages rang- 
ing as high as 65, have also соте о 
the school to be polished up for war- 
time jobs. 

75 BosrwEsS for August, 

For The First-Aid Library 


е The Hospital Treatment of Burne "— 
Scots Dept, of Health, H.M, Stationery 
Office and all booksellers, 9d. net. 

This new 29-page booklet contains a sum- 
mary. of the literature on the treatment of 
u The different. treatments have been 
tested. throügh experiment and observation 
by a committee of medical experts 
The  mermorandum--suecessor to “ The 
First-Aid Treatment of Burns "will, it is 
thought, prove of immense value to the 
medical and nursing professions, particularly 
in view of the rapid development of know- 
ledge on burns which has been gathered 
recently, 

in а foreword, Dr. A, Davidson, chief 
medical officer of the Department of Health, 
states that the memorandum should be 
accepted by al) concerned with the treatment 
of burns. 
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an Anead — llecid 


At present, Dictograph equipment is 
_reserved for firms substantially engaged 
on Government work. If you do not 
qualify for supply in this way, you can 
still be among the first to have the 
benefit when present restrictions are 

removed, and the demand is certain 
10. be well ahead of supply. Let- 
us record your name NOW upen our 
post-war priority list.: Wartime proof of 
Dictograph advantages is going to mean 
|'Upeaee-time progress for firms who profit 
: from them. 


ИР INTERNAL TELEPHONES 


Linking up the executives of the business, a 
Dictograph Internal Telephone installation is, во 
to speak, the nervous system which allows the: 
brain. to control the body. Providing instant 








































inter-conununication, with priority for master 
~~, stations, it obviates. delays and thè 
often: involved, and encourages effi ent, ir 
economical administration. 


When the last ‘alert’ and roof spotters’ warning 
has sounded, Dietograph: Sound Installations will 
be able to fulfil without interruption their peace- 
time functions. ‘The music they provide will be 
cheering and stimulating workers engaged in pro- 
ducing supplies for the homes .of the people. 
Prompt staff location and mass address facilities are ü 
added advantages to be gained from these trouble. .— 5 

freeand economical DictographSoundTnstallations: = 


nt TELEPHONES LIM 


Abbey House, Westminster, S:W.1 (Abbey 5572/54) 


| iso at BIRMINGHAM, BRISTOL, DUBLIN, GLASGOW, LEEDS; M; ANCHE: 
WCASTLE, BELFAST, CARDI d HUDDERSEI EL 
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А Inspect a. fest sample of ^ 


pieces 


i the number of defects 
found in the first sample 


Exceeds &, 
bot does nat 
exceed гг 





inspect a second sample of m 


preces 


dt the nomber of defects 
Found in the first aid 
second samples combined 


: рав иё 
сенел 


Exceeds C, 


lnspect all the pieces in the remander of the batch & 
remove ab defecte pieces Farad 


DOUBLE. SAMPLING INSPECTION PROCEDURE 


Г. C) NE of the. conspicuously success- 
с А ful sampling inspection proce- 
с dures developed by Dodge and Romig, 
“of the Bell. Telephone. Laboratories, 
which has been in use throughout the 
manufacturing organisation of the 
Western Electric Company for more 

than fifteen years.* 

Under conditions of mass produc- 
tion, 100 per cent inspection of piece- 
parts and like intermediate products 

ois no longer a commercial proposition 
апа sampling inspection has perforce 
be resorted- tos «The. crucial 
problem of “ How Much Inspection?” 
15 then solved on the basis.of making 
"reasonably certain that the quality of 
"the product passing to the next manu- 
facturing stage is such that no extra- 
"ordinary effort wil have to be ex- 
“pended on defective material, The 
‘manufacturing philosophy underlying 
this solution is that the cost of sub- 
sequent adjustment or. of scrapping 
a small percentage of product is far 
less than the cost of inspecting the 
entire product at each stage of manu- 
acture. To-day, however, it is not 
o mach the question of cost which 
s. at stake as of the man-power 
nvolved in. the inspected of the 
product; СЕБЕ 















A Typical Example- 


-—— Ге Dodge-Romig  - ^doüble ^ 
"валаа: plan” is just such an ins 
spection procedure, © The author 
knows of a recent case where the 





chief inspector of a very large factory 
engaged оп vital war production was 
concerned about the large amount of 
inspection effort which had to be ex- 
pended on the detailed examination 
of small components from outside 
suppliers, “These components came in 
regularly in batches of several thou- 
sands at a time and were thereupon 
100 per cent inspected because, 
although they had supposedly been 
so inspected already by the supplier 
(they сате in under A.ID. release), 
yet batches were frequently found to 
be. several per cent defective. on 
arrival, 

Since he abandoned 100 per cent 
inspection in favour of “double 
sampling inspection, this chief in- 
spector has been able to cut down his 
inspection effort by more than haif 
without any noticeable loss in quality 
of the components going into his piece- 
part stores, 


BUSINESS for 


House" to 
Quality Control 


says H. Rissik, 
A.M.LE.E., M.Amer.LE.E., 
A.M.I.A.A., F.R.Stat.S. 





Figure 1. shows the procedure of 

inspection under the Dodge-Romig 

system, which, it is claimed, ie 

equally effective for electric bulbs 
and A.A, shells 





The method of procedure in such 
cases is quite simple. Prior to going 


] over to sampling inspection the in- 
| spector informs the supplier that he 


intends to: reject any batch containing 
more than, say, 1 per cent of defec- 
tive items, 
as representing the economic maxi- 
mum. which. the. factory can tolerate, 
having regard to the cost of the com- 
ponent in question. He also knows 
from experience that, in the past, the 
supplier has in the long run averaged, 


pling | Inspection | 


ds 


He settles on this бриге + 


say, 3 per cent defective components '. 


in his consignments, although indi- 
vidual batches were occasionally of as 
poor quality as 5 per cent, defective 
or more, The supplier, in the belief 
that his outgoing batches are perfect, 


having been 100 per cent inspected .: 


before dispatch, agrees to the 
of rejection, .. п 


terms: 





* Cf. Н. Rissik, " Sampling Inspection in’. 


the Control and Standardisation. of Quality,” 
“The Engineer," December 237, 1940; see 


abo H, EF. Dodge and H. G. Romig, " Single 


Sampling and Double Sampling Inspection 
Tables," “ Bell System. Technical Journal,” 
January, 1941. EDI 


(To be concluded in our next issue) 





STATISTICAL CONTROL HAS WARTIME VALUE 


{CURRENT revival of interest in the statistical control of 
^^ product quality during manufacture, due to war-time 
-urgencies, has brought about a parallel interest in sampling 


inspection systems. These, though not entirely as satisfactory 


as 


a quality control plan, have certain advantages. e 
— This article shows how the Dodge-Romig system, used 
throughout the Western Electric Company for more than 15 


years, can be adapted to meet war-time problems. 
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-AT THE BIRECTOR'S DESK 
We Present a Plan To Build War. 
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Output. Through 13,000 Offices 


A DI is. generally admitted that in- 

27 dustry stands іп пеей of toning 
up from the methods end. We need 
everywhere the systematic planning 
of the work and the co-ordination of 
Jnaterials, processes and man power. 
In brief, production to a plan and not 
1o.a hunch. 

To: admit so much is not to solve 
the problem. It is merely the essen- 
tial admission to. be made before we 
«an approach the finding of a solu- 
tion with any hope of success. How, 
then, is it to be done? Few of us 
seem to have given any thought to 
the arithmetic of the problem, least 
of all official quarters, 
wg work involved in making an 

dnvestigation into existing factory 
methods т each individual case in 
order to arrive at a broad diagnosis 
of faults represents but a small frac- 
fion.of the total work involved. 


OUTPUT PLANNING FOR 
ALL WORKS IMPOSSIBLE 


T practical епа in view is not 
е installation of improved 
љарег and recording methods, but an 
-céeleration of output through those 
methods; DW 

ОҢ is. this latter part of the work 
which takes so long, The new plan 
which, on. paper, must produce the 
desired result in terms of output will, 
in fact, do so only if it is properly 
worked and applied, This calls for 
interest, intelligence, adaptability and 
energy by many people... —- 
je can therefore take it as a fore- 
gone. conclusion that any plan pro- 
posed and enunciated with all vigour 
by. апу: official or semi-official body 
an only hope to stimulate others to 
Action." But it is one thing to be 
Stimulated and quite another to set 
‘one’s feet firmly on the ladder. which 
leads to accomplishment, particularly 
af practical help. and guidance. is 
needed not only to get on the ladder 
раг to stay on it. 























lat there are 13,000 smaller 


ry, is really staggering. 


“the most dire -stringency, : 


Wlium-sized factories in this. 


A vast army of trained method 
specialists would be necessary to 
make a real impression in the short 
time available for the war purpose. 
COLLABORATION WITH 


SUPPLY DEPARTMENTS. 
wre then, is the rational com- 


promise, since the idea is по? 


within the bounds of — practical 
politics, Does there exist any organ- 
isation or industry which . partly 


covers the ground already? 
ously there is the Business. Adminis- 
tration Equipment industry ‘which: of 
necessity must devote a very large 
proportion of its time to the devising 
and application of efficient methods of 
production control, 

A close collaboration between offi- 
cialdom and the industry is essential 
since they are obviously. partners in 
a gingering-up process, the one 
moved by national necessity, the other 
by enlightened self-interest. . “The 
industry, through its methods repre- 
sentatives, has one big advantage—it 
touches a-very large number of firms 
and has thus first-hand information 
and personal contacts. 

The first ‘pre-requisite to this 
closer collaboration is the elimination 
of the departments’ supply complex. 
Normally Government officials. come 
into the picture not to get more out 
of the-factories, but mainly to decide 
whether or not their directors be 
permitted to spend money, 


The Office's Vital Part 
In Production 


But there is no question of deciding 
how cheaply a job can be done in the 
office” The office is a vital part of 
the production mechanism. More, it 


is.the most vital part when the whole 
‘of the production results depend, as 


they do -to-day, on complete 
ordination .and. exact timing. . 


CG- 


From the national standpoint, we 
were in peace-time grossly inefficient, 
“grossly . 


of 


wasteful 





‘We must use our brains, and the 
first: place to apply 
in the office. 


Obvi- ` 











brain power is 


BUSINESS for 


THE OFFICE SETS 
THE PACE 


HE first function of. the office is 

to produce a quickly graspable . 
picture of what is happening in the 
factory. 1f this picture cannot be 
discovered in the office, then Шеге 
will -be muddle-and inefficiency in the 
works, А бузды i 
On the other hand, when а clear 
picture is forthcoming in the office 
the real causes of the shortcomings 
in the works are apparent. A good 
control system is the essential foun- 
dation. for al production improve- 


“ment, justas a compass on the bridge 


of a ship shows the correctness of 
the course, You would not expect tà 
discover this:in the. engine room. - 


NEEDED | 


NCE the system end is cleaned 

up in terms of materials and 
stock control, planning, plant loading; 
and progressing, then, and only then, 
can the organiser profitably extend 
his. .activities to the factory proper. 
It is futile to make time studies, in- 
vestigate re-tooling and handling, 


“consider incentives for more output, 


and so forth, if the materials for the 
work are not to hand, if some mach- 
ines are overloaded and others under- 
loaded, ifthe processing of parts is 
scheduled in a haphazard way so that 
the. sub-assembly departments kick 
their heels for lack of parts. to finish 
the job; . Work in process. does: not 
win- battles, except the. battle ‘of 
words! Output is measure in terms 
of the flow of finished products from 
the. factories, | 


HOW GERMANY HAS 
STRANGLED OCCUPIED 


INDUSTRY 
BU we shall пог make:rapid pro- 
BF gress until official quarters 





recognise that the factory office is 
the. brain centre. ОИ 

It is on record that: {Не Germans 
seized and transported back to Ger- 
many many modern office machines 
and appliances rom: the. occupied 
countries, They understood that this 
war, first and last, is a job of organ- 
isation, and that the very first place 
to tool-up efficiently is the office: Yet 
our Treasury stil stultifies effort by 
hampering this efficient tool-up, and 
cur Ministry, of Labour .ditects 
trained and efficient office workers to 
the factory bench, where they spend 
vordable idle time due to a lack of 
rams in the office, * р 
We have тоге ап enough rank 

















“and file in the factories; what we now 


need is im the 


some generalship 
offices. 
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Whenever you need to concentrate It 15 easier 

if you are comfortable, particularly if you can LA 
see in comfort. In order that your workers can ( : 
achieve their best results they need to see in ^j 
comfort which means they must have good and i 7 
suitably planned lighting. Benjamin Lighting is - R 
planned to provide the best seeing conditions for 
every worker; a Benjamin Lighting scheme can 
be prepáred for your works giving you very real 
help towards maximum production. 


EN/AMIN А 
LIGHTING 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N.17 


Telegrams : ** Benjalect, Southtot, London," Telephone : Tottenham 5252 (5 lines) 
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by P. 
Lloyd Parton. 


Above is the Panel 
for *'fluctuating ” 
-deductions which 
itis recommended 
апош be prepared 
for not more than 
10 employees. 
Right (Fig. 1) is. 
^ an individual 
piaten for "fixed" 
charges. 





O one in industry who has been 
faced with the actual wages 
office problems. brought about by war 
conditions will: dispute that the diffi- 
culties are very real or that this 
department. is shouldering a heavy 
load. i 
Not without some reason, senior 
wages clerks are apt to be conserva- 
tive in their attitude to changes in 
“method,” but when the original 
single wage deduction for a "sub." 
has increased to a dozen or more, it 
d$ fime to reconsider the whole 
question. 









panel, i in which each employee’ s name 


28. 


/ Simplified’ 


Deductions 


Deductions. from wages can logi- 
cally be divided into two. classes— 
Fixed and Variable. 
tion is not an arbitrary one, and 
probably no two businesses would 
make the same division. In the par- 
ticular case in mind, an addressing 
machine is used to print on a card 
each week: check number, employee's 
name, department number, rate per 
week їп shillings and pence, em- 
ployer’s State Insurance contribution, 
a code number to indicate the State 
Insurance analysis, the amount to be 
credited to the individual for a 47- 
hour (or over) week for Holiday 
Fund reserves, rate per hour in shill- 
ings and decimal. Then follows..on 
the last line—the fixed deductions, 
State Insurance, Benevolent Fund 
(pence), Home Guard (pence), 
National Savings (shillings), Pensions 
(shillings) and a total of the fixed 
deductions (see Fig. 1), 


Stencils and Panels For 
Deductions 


When any of these do alter, it 
means, of course, a new address plate 
or stencil—the advantages of print- 
ing this information are obvious— 
when the plate has been checked and 
found to be correct, all subsequent 
weekly printings are correctly made, 
and no check is required. 

Now for the fluctuating items. 
"These are dealt with in the followi ing 
way. Fig. 2 illustrates a portion of a 





‘and Income "Tax; 
The -demarca- 
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Method 


for Recording Wage 


with check number, appears on a 
5/16in. wide individual strip, on 
which is entered the remaining de- 
ductions, “In the case being reviewed, 
these are Loans, Tools, Dr. Barnardo, 
These strips are 
best entered up with pen and ink; but 
сап be typed. 


Alterations Are Easily 
Entered Up 


Large panels are not recommended 
—а size to take 35 strips on each side, 
covering. 70 employees, will be easy 
to handle, and convenient to use on 
the desk. When instituted, а com- 
plete set of these strips would be 
made out and dated on the back with 
the first pay week used. When a 
change takes place, remove the old 
individual strip, date this with last 
week used, and file away under check 
number, A new strip, with the revised 
deductions is inserted in the panel— 
this should be dated on the back with 
the week of first use. The panels 
provide an instantaneous reference 
index to the variable wage deductions, 
and may be mounted on a rotary 
stand on the desk, or on wall brackets, 
whichever is most convenient, 

A senior wages clerk must be re- 
sponsible for keeping both address 
plates and strips ир to date, Juniors 


can then use both: with the minimum 3 


of time and trouble, 

It is suggested that the above 
scheme, and, in particular, the main. 
underlying idea, is one that will 
reduce the work of dealing with de- 
ductions from wages to a minimum. 
Moreover, the suggestion is applic- 
able to: any pay-roll, from 50 to 1,500. 





BOTHE I LIMITED 


-Building and Civil 





Engineering Contractors 


- 10, ST. GEORGE STREET, LONDON, М.І 


London Office - 


Phone: WAXlow 2366 (8 lines) Also at RUISLIP ROAD, SOUTHALL, Middx Grams: "Taywood, Southall” Y 


“And Branches throughout the Country 
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will 


ing is co- ordinated v with | 
the task in hand. BTH . 
Light-Conditioning pre 
vides exactly the right 





: : а deci iin lighting for full produc- : 
УД tion, and so enables © 

М ТТЕ» workers to carry the _ 

é strain of the longest _ 









hours without айд е. 


Le BTH Lighting. Engineers : 
help you to plan efficient lighting 
for 





production and welfare. 


' ADVANTAGES INCLUDE : 


* INSTANT communication | 
with one or any combination of | 
extensions, | 
* No earphones, no dials, no 





Extra work, short stafi, 


increasing "re sponsibilities 
make the  Loudspeaker- 
phone intet-office commu- 
nication systema greater 
convenience than ever to 
the man in an executive 
 .position, With it you can 
“Hold a conference, speak 


to опе or sev eral people atc 


THE LOUDSPEAKER-PHONE 


е вате time ss easily as 
if they. were in the room. 


WEBES RADIO (Dept. 2), 14 SOHO ST., London, W,1. 


exchange delays, no engaged 
lines, no ringing belis, no inter- 
ruptions. 

* Voice reproduction is clear, 
and units are audible up to a 
distance of 56 feet, 


ж Simple to install, nothing | 


could he simpler to use, 


stocks fast. 


Inter-Office Communication System | 
GER 2089 


Aval lable. only while present limited | 


|THE BRITISH 
| CROWN. HOUSE, ALDWYCH, LONDC 


| “M3861 


MAZDA = 


with MAZDALUX Е 






B T H for all Electrical nma am | quipme 
THOMSON- o 





of : F luorescent Lighting 


Essential Points 


"FULL. understanding of all the 
technical aspects and operating 
problems encountered іп practice. is 
essential to. those concerned with 
1 ing up and maintaining fluorescent 
‘installations, 





Jamp, the lamp. dimensions and elec- 
trical characteristics. must be decided 
after oeenn of the following : 
(1). Maximum luminous efficiency, 
(2) Good colour quality, 

(3) eee starting and stable run- 


"i "Suitable voltage drop to reduce 
. .Size and losses of series choke, 
(5) Surface brightness, 

(6) Convenience of manufacture. 


(7) Facility of shipment and 
storage. Е 

(8). Convenience and economy of 
installation, 


Some of these factors. аге taken 
into ‘account mainly to ensure. that 
lamps can be installed and operated 
with the minimum of trouble and 
with the smallest possible amount of 
auxiliary. gear. 

From this it should be obvious that 
the makers of the chokes, condensers 
and lighting fittings, the installation 

- contractors- and, finally, the users, 
have а.а part to play in:co-operation 
with the lamp manufacturer if maxi- 
mum efficiency of operation is to be 
achieved. . 

The Design of Auxiliary 

Equipment for Best Lamp 

Performance 


The typ¢.of circuit necessary for 
proper fynctioning is shown below. 

It will be seen that, apart from the 
lamp, the aditional components are: 

е, 

Ап poe мате. witch 

А. P.F. condenser. 

A suppressor condenser. 


The Choke 


Soltis now generally appreciated that 
all lamps er “the electric discharge 
type require to have a choke con- 
nected in series with them, but itis 
oL as widely understood that. this 














choke performs the function of con- | 


trolling the wattage of the lamp and 
therefore the amount. of light. it 
gives. 

The choke must it be | designed. wi 


Condensed. 





from 





Um “Service Note 


Noctis al homson-Houston. Co, Ltd, 


In. designing ап electric discharge 











for Best Results 


the following points strongly in mind. 
(1) With an applied line voltage 
corresponding exactly to the 
nomina! value; the accuracy to 


which all chokes are set in the 


factory must be such that, if each 
of them were connected in turn 
to an average lamp, the spread 
between the highest recorded 
lamp wattage and the lowest must 
be within certain well-defined 
limits, 

(2) With an applied line voltage 
varying within +6 per cent of 
the nominal value, there must be 
sufficient taps to ensure that the 
one selected for use will guar- 
antee a lamp wattage again 
within well-defined limits. 


The Starter Switch 
It might, however, be convenient 
here to reiterate some of the features 
which dre essential in the design of 
the starter switch if the lamp is to 
perform satisfactorily. 
(1) It must open as soon as, but 
not before, the lamp electrodes 


have reached operating tem- 
perature, 

(2) It must hold open over all 
normal and, indeed, many 
abnormal variations іп line 
. voltage. 


(3) It must re-close quickly when 
the lamp is: switched off, ready 
to re-start at once if required 
to do so. 


SUPPRESSOR 


CONDENSER 


P.F. CORRECTION 
CONDENSER 


AC. SUPPLY 
200v - 250v 


Elementary Lamp Circuit for a 
:Fiuorescent layout. Details are 
explained in this article. 


USINESS for 
tor Correction 


- Condenser 
The condenser, which 15 РИ 





асгоѕѕ the. supply mains, is intended > 
to correct the inevitably. poor power.” 
factor introduced by. the use of the 


series choke. . This is its sole duty 
in the operation of the lamp, and it 
has no effect whatever on lamp life 
and general. performance. 

The . small condenser сопевеа 
directly across the lamp absorbs high 
frequency impulses generated in the 
lamp, and reduces the radio. interfer- 
ence from this source, Lamp starting 
is assisted slightly by the presencé. of 
the condenser. 


Fittings 
Some tolerance is permitted in the 


overall length. of. fluorescent lamps,’ 


and it is difficult therefore to use 
fixed lampholders. Fittings should, 
therefore, be provided. with fully 
floating lampholders, 

A certain amount of lamp flicker is 
noticed if the electrodes are visible 
through the small amount of the 


tube at each end not covered with. 


fluorescent powder. This can be over- 
come by using fittings. which either 
have full skirted lampholders or 


which have the lamp ends covered 


by removable screens. 


Lamp Performance 
If the user, who has the ultimate 
responsibility, "observes the following 
guiding: principles, he will be assured 

of reliable and effective service : 
(т) Use only those chokes and 
automatic starter. | switches 
which - have. expressly 







designed for use. w th the: type n 





of lamp chosen. : 
(2) Use only those fittings: which 
have been similarly designed: 
(3) Employ- only . competent and 
qualified electricians to instal 
the equipment. 


After the equipment has been in- 


stalled the user should pay particular. ^ 
~ attention to the following ‘notes on 


lamp behaviour: =~ 


Normal Failure - 


Before condemning а ‘emp as à 
failure, it is necessary to make sure 
that it has not already given a 
reasonable life: 

If a filament lamp does not light, 


‘the usual condition is that it is burnt 


out; and if the mains voltage is 
correct and the life of the lamp short, 
it is defective, 

No such conclusion can be made im 
the case of the fluorescent lamp. Its 
life can be shortened not only by in- 
correct mains voltage, but also by in- 
correct chokes or starter switches, or 
by incorrect connection of these com- 
ponents. 


(Concluded in our next issue 
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Provides light of DAYLIGHT Q 
an efficiency approximately T 
that of an ordinary gasfilled 
comparable wattage: BYTES | 
It is cool in operation and the surface — — 


brightness is of a low order. 
(Consumption йй 


WRITE FOR LIST М 976 





















JOB COSTERS 
Ф Accurate production time records E 
€ One-hand push bar mechanism. 
€ Speedier recording. — 
€ Applicable to any cost system. 
€ Mains or Master Clock controlled. | 










. ТИЕ MAGNETA TIME COMPANY L™ 


88 GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY иши siue 
EAE 5 ipo LONDON OFFICE: 53/54, HAYMARKET, S.W-1. TELEPHONE. ABBEY 23667. — — DN NE 



























CANTEEN 


-Meeting This Winter's 


Three. Big Problems 


WINTER draws on, and, with it 

come problems of fuel 
economy, of blackout regulations 
“and of further restrictions in the 
restrictions in the range of rationed 
foods, All of these affect the works 
canteen, whether run by the firm itself 
of by an outside caterer. 

Perhaps the firm that runs its own 
canteen is more directly affected by 
these ‘seasonal problems, since they 
may very well demand alterations to 
the structure and the fittings of the 
canteen building itself, matters which 
do not usually come within the pro- 
vince of. the professional caterer. 
But.in all else. the two. systems of 
canteen organisation are on an equal 
footing and must face the demands 
that the darkest third of the year 
brings with it. 

As the tempo of.the war increases 
so. do. the demands проп every 
national resource, and in particular 
upon ‘shipping. Lord ‘Woolton is 
therefore supremely right to warn 
both public and caterers that. belts 
will have to be drawn a little tighter 
in the months to come, Equally he is 
right when he makes special provi- 
sion for certain classes of the com- 
munity and.not least for those who 
work by day and night in our war 
factories, 


Food Chosen for the Dietetic 
Value 


But. they, too, wil have some 
further restriction of. supplies, and it 
is therefore more than ever essential 
that the food they have is most care- 
fully chosen for its dietetic value, is 
cooked in the most economical way 
and is "served as- attractively as 
possible, 

"The. calorific requirements of the 
diet supplied in any canteen can 
largely be determined by observation 
of the appetite of the workers—those 
engaged on heavy manual work: need- 
ing more food than those doing light 
work, Provided that hunger is satis- 
fied it can usually be assumed that 
the cadprific value is adequate, 


Variety 
Comfort 


Fuel Economy 
by P. L. Garbutt 


Principal, Good Housekeeping 
Institute 


The food value or quality of the 
meals needs some supervision, how- 
ever, and although the proportion of 
protein in the food is largely gov- 
erved by rationing, it is important to 
ensure that plenty of protective foods, 
e.g., potatoes, fresh vegetables and 
oatmeal are provided. 


No Excuse for Monotony 


There is no excuse for monotony in 
canteen meals when plenty of fresh 
vegetables are available. The limited 
supplies of meat can be served with 


wide variety by the addition of plenty.. 


of vegetables to stews, hot-pots and 
meat pies, and menus can be varied 
by serving vegetables au gratin, or a 
good vegetable pie with a potato 
crust, as substitutes for meat. Raw 
shredded vegetables used as a garnish 
on meat and fish dishes, or added to 
sauces and salads, are valuable diet- 
etically and add much to the appear- 
ance of the food. 

At the Good Housekeeping School 
of Canteen Cookery we have given 
much attention to the careful cooking 
and serving of vegetables for canteen 
meals, and we are convinced that by 
imaginative catering and good cook- 
ing all difficulties of supply can be 
overcome and the works canteen 
should contribute enormously to. the 
health and well-being of the w orkers. 

There is, of course, no need to em- 
phasise that all hot dishes should be 
served really hot during these months. 


BUSINESS for 





This brings us to problem No. 


2e 
fuel. economy. Here again the 
national need will inevitably override 
a great many private prejudices and 
established methods. Fuel must be 
saved—in this and previous issues of 
Busrness we have endeavoured to 
provide the latest authoritative in- 
formation on this subject. Ў 


Get Best Results from Fuel 


What is essential to all. calculations 
is to get the best possible results 
from whatever form of fuel is used, 
But this hardly takes the matter far. 
enough. It may, for example, be pos- 
sible for a canteen. to get. better’ 
results from a different fuel than the 
опе it is at present using. “This may 
necessitate the replacement. of some 
equipment by other more suitable 
models. Almost.every fuel problem 
to-day is one of extreme urgency and 
should be submitted toča recognised 
expert. Only by such means can you , 
be sure that you are not unconsci- 
ously wasting heat. 

When we come to questions of 
comfort, for staff as well as for. 
guests, we are again faced with a 
complex problem, or rather a series 
of problems, upon which expert guid- 
ance is essential, 

The questions of controlled tem- 
perature, of an adequate supply of 
fresh air to drive away tobacco 


(Continued on page 36) 
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“WE SERVE | THOS E 


COFFEE MAKING 
S € CANTEEN 
^ BOILER e SILVER BURNISH- 
‘ING MACHINE е DISH 
WASHING. MACHINE e HOT 
CLOSET AND CARVING 
ILE € POTATO PEELER 











^ * BREAD SLICER € TEA 


MEASURING MACHINE ө 
У METROPOLE” TOASTER 
Г AND GRILLER @ STEAM 
COOKER e AUTOMATIC 
GLASS. RINSER 








WHO ALSO STAND AND SERVE" 


“BAR ES oS 

















“Buy not what 
you want 


but what you haveneed of”... 
a dictum truer to-day than 
when it was written years ago. 
Every kitchen, canteen and 


mess needs the bestequipment, 





and when it's a question of the - 
best, then Still’s Kitchen Equip- 


ment is the obvious choice. _ 


en TUTTI Sines) ТРУ amer METAL 





CANTEEN 


Running a canteen for 
industrial or office workers 
requires expert knowledge and 
experience. Here are some of . 
the ways in which the Ellis 
Catering Consultancy Service 
can give you practical help. 


OUR SERVICE INCLUDES: 


eport by experienced caterer @Expert assistance in the 
1 the purchasing, cooking, rendering of all Ministry of Food 
serving and finance in your and other official returns cover- 
ing rationed foodstuffs, clothing 
and equipment. 
















rovision of books and forms 






















organisation. of clerical € Periodical visits by qualified 
ro tine by an accountant. auditors, supervisors and stock- 
takers. 


\dvice оп cooking, cake- 
king, recipes and menus by € Monthly reports on your 
expert demonstration staff. operating analysis. 


cost of the consultancy service outlined above is based upon the 


hone : Perivale S 


- dn making what you have to offer as attrac 
tive as possible, both to eye and taste, 
:cwelbnamed dish--not necessarily a fancy- 


BUSINESS for. 


4 HIN TS | 
FOR MENUS 


ENU planning is partly” an art and. 
partly. plain economics, The art He 





naméd dish-is half sold when the diner: 


- reads it on the menu. A well-served dish, 


attractively garnished, wil cover a multi- 
tude of shortages in the kitchen, 

But. it must be realised at once that 
behind the fagade of clever naming and slick 


“serving, must be a real meal, something at 


once appetising and satisfying. c 
The four cardinal points to go оп аге 
these: 


1. Variety, There is no reason why 
Tuesday should interminably recall hash... 
Try hash on Thursday instead. Nevertheless; 
ib must be recognised that menus are neces- 
sarily based on. thé. regular. provision of 
protective foods at suitable. prices. Fresh 
vegetables and fruits in season wili kelp to 
get over this, 


2. New Dishes, 1f you make a habit of 
bringing in new dishes and unrecognised 
names іп your menus, your customers, con- 
servative though they may be, will not 
ignore anything out of the ordinary that war 
conditions | enforce, 


Try out a new line and watch how it goes, 
Don't use your full quota of, say, oatmeal 
in ‘pastry before you have tried it out, say, 
as a 25 per cent mix first, 


3, Home Grown Foods, There are inyalu- 
able and it wil pay to buy those grown 
locally (possibly by workers) or, better still, 
those from the works “garden.” Keep a 
reserve of tinned vegetables, but only for 
emergency. Use the fresh-grown stuff and 
collect a maximum vitamin content for 
your meals, , 


4. “‘Left-Overs.” -Shepherd's . pie, 


rissoles and во оп ате often very Бора SS 


and they próvide an admirable means of 
using-up. But they are not altogether 
economical, as twice-cooked food. is often 
tasteless (thus needing seasoning) and less 
digestible. Try making these dishes [гош 
fresh meat now and again, and rely on а 
clear sale of this rather than catering for a 
daily return and left-over items, 


* Condensed from “ Canteens In Tudustry 3 
~-Industrial Welfare Society. 2s. 6d. net, 
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Ф NO PURCHASE TAX. 


® ‘TAILORED STYLES. 
- LONGEST COUPON-LIFE: 

















S PRE-SHRUNK MATERIALS BY" RIGMEL.” | „Boiler Suits - Khaki Coats 


White Coats - Bib and Brace 
Overalls - Ladies’ Fully- 
Fashioned Tie-Backs,. Coats, 


FACT. ORIES . EQUIPPED AT SHORT NOT ICE. ete 


50 d RAFT of OLDHAM [acres 






MAKERS OF GOOD OVERALLS 
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TEA URNS AND FOOD CONTAINERS 


аф 


LABOUR-SAVING MACHINES 
FOR THE KITCHEN 
Slicers, Peelers, Chip Cutters, 


Mincers, Vegetable Preparers. 
Ete. 


— die a 


WRITE FOR FULL PARTICULARS: 


KITCHEN MACHINES LT 


"CUTTING, DICING, CHOPPING 7 SIGILIAN AVENUE, 
E Я "E 
MACHINE for VEGETABLES, Ete, SOVthampton Row, London, W.C. 1 


Telephone HOiborn 8554 
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FISHOLOW Cycie Parks solve.t 
for both you and your employ 
is conserved and orde 
employees—protection to their 
Mutually satisfactory. "Types to: 


The symbol of service before the war... | | (б Оер! Branch Works, fe 
essential to canteens to-day ... and | 
when. the war is over. 






What a design ! He planted his feet 
firm enough on the bottom, but only | 
managed io keep his head above water | 
«by developing that astonishing neck. 
coss outsize bottleneck — his only | 
"supply route” for his vast bulk, his | 
only link with the outer world, Small | 
wonder the outer world beat him. 
“Head above water " is an excellent 
policy, But bottlenecks have to go. 
..» by lifting the whole “ works " up | 
from the mud of muddle on to the | 
firm ground. of controlled production, | 
. Giant раша сап Бе kept moving | 
(rhythmically, vast. output schedules | 
| сап be maintained, if тачу material | 
Supplies, machine capacity, and will ing | 
„hands аге properly co-ordinated. | 
| Kardex charts your progress, Kardex 
‚Варз the danger spots. Kardex 
; compels you to take action in бте 
(to keep moving—to keep abreast of 
_ schedules and ahead of trouble. 


<: KARDEX 
is the system you need 


| 
i 


: е We regret that heavy priority commitments limit | 
очае installation of Kardex to those industries en- | 
aged in work of national. importance. 


1. DON'T force the vitamins, Salads, 


soya bean flour, raw vegetables 
and the rest are all good things. 
Let them win their way to favour 
gradually. Food tastes and habits 
are not reformed overnight. 
Abrupt changes are rarely accept- 
able, 


12. DON’T resent complaints, how- 


ever unjustified they may seem: 
invite and discuss them reasonably 
with complainants who, after all, 
have their point of view. Welcome 
oppertunities for frank discussion 
at Whitley Council and Canteen 
Committee meetings. 

3. DON’T forget that the staff, as 
well as the customers, react to 
environment, A spick and span 
kitchen has its effect upon food 
preparation and service, 


Don’ts for Canteen Manage 
Contributed by Members of the National Society of Caterers 
to Industry 


4. DON'T forget to eat 
meals regularly in the canteen 
with your customers. It helps 
towards sharing their point of 
view. ERG 

5. DON'T blame the war and supply 
difficulties. Food Officers һауе 
their trials, too, and like the rest 
of us, are human, They respond 
better to reason and sympathy. 


сапер: 


6. DON'T forget that it is human to - 


like а сһапве, Workers who must 
eat in the same place, day in, day 
out, appreciate your skill. in 
breaking monotony with varied. 
menus, 


7. DON’T "don't" your staff. Ex- 


plain to them why and show them 
how. 


This Winter’s Three Big Problems. 


(concluded from page 32) 


fumes and the smelis of cooking 
from dining-hall and kitchen, are 
much affected by the paramount need 
for effective blackout. It will be 
found that this one factor will step 
up temperature considerably, but that 
above a certain base figure fluctua- 
tions will occur, following the service 
of meals and the increased popula- 
tion of the rooms. With larger 
numbers present in the room, the 
temperature rises and humidity in- 
creases until the atmosphere is un- 
pleasant, 


Safe Ventilation is Economic 
Here, again, authoritative informa- 


tion may be obtained, and most ven- 
tilating firms produce adequate: con- 





post frae on request (о Dept. 510 with 


_trivances for ventilating without in- 
fringing the blackout regulations. It 
| may be taken as a cardinal point that 
_the basic temperature, i.e, that most 
| conducive to comfort and good diges- 


tion, of a room when blacked-out- 
, needs to be considerably less than that 


| ОЁ the same room ventilated in a 
normal way. The covering of the 


Thé-latest boóklet, “Production Window spaces, which otherwise act 
Control," by A. В, Jackson, sent 2 





cooling radiators, has much to do 
this. The cost of necessary 


 KARDEX VISIBLECONTROLSYSTEMS Seog аы е to the ventilating system 


1 New Oxford Street, London, W.C.1 [inno done, does not recur. 


— | Telogpone: CHAncery 8888 (20. tines). 





i i, as seems probable, the works 
| canteen becomes a permanent feature 


ма i Industrial life, the charges incurred 


e 


for wise planning may be spread over 
a number of years. However they 
are accounted for, they will return a. 
dividend in health and iücreased 
efficiency. К 


Trend of Business 
(concluded) 
Further, there is a new class of 


wealthy buyer fortunately to hand, I 
mean the Government Department, 


that likes everything of better quality, = 
from its office desks {о its’ canteen 


refrigerator, А 


Luxury’s Place in Post-War 
Trading 


Finally, the pre-war’ 75,900-a-year 
man. who wants ‘to buy another good 
car after the war on a £2,000 income 
wil buy it. He may Le unwise, he 


“may be foolhardy, he may be illogical, 


but he will have that Buick or even 
that Rolls Royce, 

Tt he cannot have it by any other 
means, he will willingly buy it on 
H.P. terms. There will be a big 
increase of easy terms for the new 
poorer rich after the war, 

So. the wise marketing executive 


will think twice before putting апу 


of-his better lines out of his post-war 
plans. 





E" 
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Offset Staff Shortage by 
Placing this Device on the 
Desks of Your Executives 





do тоге to ease-the 
work. of your execu- 
tives and. managers 
and free them from 


minor matters; For 


Desk Secretary" is a 
complete desk organi- 
Dy || nn à ser. It keeps in order- 
ly form and helps you to deal swiftly and system- 
atically with all your papers and correspondence, 
and automatically reminds you of all commit- 
ments and. matters to be attended to. 


Takes Care of Your Detail 
апа Cuts Your Day's Work 


_ The."Executive's Desk Secretary” is a compact 






portfolio containing 48 expanding pockets that. 
vo take your papers flat, each pocket clearly tabbed, 


all arranged in classified sections: first, the 
+ complete alphabetical section; then sections for 
your daily follow-up, followed by sections for 
- your monthly follow-up. In two sizes: Quarto 
5d dn. x 10} in. x 3 in.; Foolscap 134 in. х 10} in. 
x 3 in. 

THIS ALMOST HUMAN DEVICE 


—Shows you at a glange all letters, papers or documents requiring 
attention each day, 

—Insures correspondence being answered on correct day, 

-Sees accounts go out and are followed up regularly, 

Looks. after matters pending and brings them continually to 
your notice until. finally dealt with. 

-—Prévents loss of important papers and documents. 

—Provides "Alphabetical File for. general matters. 

EC e ag your desk clear of litter and ай your papers systematically 


. ives you immediate access to any special papers—ideas, price 
Mists, agreements, etc, 


Fill in and Post this Coupon TO-DAY ! 


ne at ваи a me оты ne Se eddie EE а О 


j Business Publications Ltd., Whitefriars House, Tallis і 


F Street, London, E.C.4. і 
i І enclose remittance оЁ..................... for which Ё 
| please send me: 
L| 1 
Vei Desk Secretaries (F'cap), at 18/6 , including 
і i Ag 
pv Desk Secretaries (Q'to), at 17/6 | ое П 
EN l 
ame siu. i" c 
Cf Address sss AE M MEE eee meee E 
I ; 





i c MAT ЕРЕ po! 


Laman nl 


No other means will : 


petty. details: сапа 


this “Executives 


The. quick servic 
refreshments is easily effected by 
the use of SPEEDISERV units. 


They are of all steel welded constru 
tion, mounted on rubber-tyred ball- 
bearing swivel castors and attracti 
finished in hard-wearing cell 
approved shade. 


Tea, coffee or any chosen beverage _ 
may be prepared in a remote kitche: 
and the stainless steel lined, insul 
SERVOT urn ensures that flavour and 
temperature are not affected in any 
way. | 


Illustrated is the SPEEDISERV “С” 
with a service capacity for 120 persons. 
We shall be pleased to submit full 
details. of the entire range upon 
request. n 


BAR 
KITCHEN mus 
ВЕЦ. STREET, LONDON, N.W.i. 


Telephone: PADdingten 4OB6. 













DRAWINGS. - MAPS - 





| BLUE PRINTS - 
Сан BE "RON IED WITH 





DOCUMENTS 
THIS APPARATUS 













outlined 





BUSINESS for 


The “Salvage Steward moves - 
ment launched by the Ministry 
Supply has met with a ready 
response, 1. К 
What. are the duties of, a. 
Salvage Steward? These are 


in. the attractive leaflets 
ssuéd by the Ministry of Supply, A 





* 






The increasing demand ‘necessitated 
{ hy the War effort upon industry's 
] personnel, applies in the first place 
| to tha Drawing Office. The 


No Dark Rcom 
No Focus 
-No Skill 


British 
Patent 





| Ruthurstat process is in. certain factories reducing 
. eighteen months tracing of Engineers’ Drawings to 


, six weeks, at a cost of £1 


00,.as against £4,500. 


> Im addition to its importance to the Drawing Office, 
| it serves as a general utility unit, interdependent 


with the whole organisation, · 


З The strain placed on керей in reiation 

to Government Forms, Tenders, Contracts, 
(Which require тапу hours: Jaborious 
typing and checking), can be relieved by the 
installation of the Ruthurstat process, which 
‘enables you to obtain exact errorless copies 


ete, 







| of vital. documents. 


 RUTHURSTAT LTD 


12-13. ASTOR HOUSE 






HOLBORN 4737 


ALDWYCH, LONDON, W.C.2 


a Full range of sizes from Office Models 
to 42 in, 


The 
Ruthurstat 
йд Electro-Copyist 







X 32 in. 
Engineering Models 
hours typing 
reduced to 30 minutes- 


6 months tracing reduced to 2 weeks 








Special Service to 
Manufacturers 








| LEONARD HALL & CO. 


Industrial Consultants 
| 9 HANOVER SQUARE, LONDON, W.I. 
| Phone: MaYfair 3227 


| Specialists in :— 
Production. Economy 
| Factory Layout and Development 
Efficiency Systems 
Costing Systems 
Marketing and Distribution 
Business Organisation 


Design of Special Purpose 
Machinery 





and Industrial Equipment 
ese. 


STAFF OF EXPERT PRODUCTION 
ORGANISERS and DESIGNERS 
AT YOUR SERVICE 














—— — 








Your 
Wastepaper 


Is urgently wanted for 
essential war purposes! 


ALL Classes of PAPER 
are required such as: 





| @ BACK NUMBERS 


@ OLD CORRESPONDENCE 

@ OFFICE RECORDS 

@ CARDBOARD 

@ WRAPPING PAPER, etc. 
e Also RAGS & STRINGS 


We can collect 
in any district 


JOHN HILL & CO. ("aste LTD. 


ARLINGTON WORKS, ARLINGTON RD., 
ST. MARGARET'S, E. TWICKENHAM, 
MIDDX. 


Tel.: POPesgrove 5577 and 5157 
also at: 
ROSES WHARF 
WEST FERRY RD. 
MILLW ALL, E.14 
1-28: EASt 3421-2-3. 


nd 
DEVIZES RD. 
SWINDON, W Hts. 
Tel. :SW Indon8302. 






















itacle provided, 
ж 


10 


who will be pleased to co-operate 





‘certificate of authority is issued with 


each leaflet. | 
* * 


Here pu a few of the main qi 
points; the duties are carried 
‘оп under the guidance of the Local 


| Authority's Salvage Committee ог 


‘Salvage Officer.in the area allotted-- 


Чо you, 
* * 


To increase as much as pos- 
sible the amount of salvage 


i collected. on „ће premises, 
| * 


the sorting of 
cardboard, paper, 


To pres 
materials : 


irags, rubber, rope, string and twine. 


‘Metals must be divided. into their 
ivarious classes. Keep each class in. 
‘special containers, 


В 
Practically every kind of metal 
is good salvage; tinfoil, strip- 

‘pings, bottle. tops. | . 


ж 
Packing T take special 
care of these. If they are opened. 
‘carefully they can be used again. 


‘This particularly applies to cartons. 
* * * 


Notices prominently. displayed 
will serve to educate everyone 


оп the necessity for assisting: іп. the I" 


i campaign. 
ж 


Small items diopped from an 
operator's bench or desk on to 
the floor deteriorate; have a recep- 


ж Ж ж 
Disposal of your 
Consult your local authority, 


with you. vius 
* EU 
п Ind steal firms «already co- 
operating in the salvage scheme 


‘позу exceed 200: А 


1 4,000 idustrial Salvage Stew- 


ards have so far been appointed. 


13 The Со-өретануе Bude ty have 
appointed a Salvage Steward 
‘for every one of their shops. So have 
Woolworths. W. H. Smith & Sons 
have appointed зоо, Marks & 
‘Spencer's 228, David Greig 250, Hope 
‘Bros. 300. 
* * 
1 Old copying pieces) date and 
embossing stamps, and wire . 
‘trays are among the metal serap 
lying about in many offices. i 
(Concluded on page 42) 












salvage?) 
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O: busy machines quickly reveal their 
presence by the bottlenecks they create, 
Under-active machines are more subtle, not 
showing their symptoms till you find yourself 
short of essential parts they should have pro- 
duced. Install Servis Recorders, and you will 
have an ever-ready and unchallangeable record 
of each and every time a machine goes dead. 
With very little trouble and very little cost 
you can maintain continuous guard against loss 
from stoppages which would otherwise occur 
unknown to you. Write for further details now 





lac 





J Was 
"n OF 
__ | Шап асы jd 
FOR MACHINES AND LORRIES ie оғсһе Чега can be Vis | 
SERVICE RECORDERS LIMITED BOX A B. E h 


Pbi al House, 19 London Road, Gloucester, cur 








D & PURPOSES | П THE ESSE WET-STEAM OVENS have 


' connections concealed but readily accessible ge 
the whole assembly presents an easily cleane 
exterior. Supplied as single compartments of bull! 
up in batteries to suit individual requirements. 







“BOILER SUITS 


e 
BIB а BRACE THE ESSE STEAM 
VERALL M e он 
= ONER i JACKETED BOILING PAN 
d е has the inner pan and polished 
COATS, JACKETS, hob in one piece presenting ай | 
APRONS, etc. for uninterrupted hygienic surface, 


^ MEN and WOMEN 
ESSE STEAM-HEATED 
























Ё af а ; 9? eres fà E ; 
: ES s HOT CLOSETS, WATER 
OL BOILERS, TEA INFUSERS, 
etc., supplied to specification: 
Eu tor RIGMEL SHRUNK NO - 
HE из йеганх б) DUF кеч " 
з eal Garments are in Khaki, Blue and our! highly killed н advis 
& "PATTERNS. ` Grey; preshrunk, which guaran- aile eR ee eras god ESSE 












o teer againstshrinkage 18 the wash 


m WHEELER E COMPANY LTD., 


| 107 LONDON ROAD, PLAISTOW, LONDON, E13. € 
с РНОМЕ : GRAngewoad 4071 (5 lines) ; 











Head Office & Works 


І xis bb ae $4 SCOTLAND 




















Instal Shannograph for 
accurate filing, 20% - 30% 
faster. Folders hang, can- 
-not slip or ride, Flat-top. 
full vision indexing permits 
instant location of corre- 
spondence, infinite variety 
of indexing and fixed or 
movable signalling on the 
Visible Edge for Works 
Progress, Contract Pro- 
gress, etc. Frames fit any 
standard filing cabinet or 
deep desk drawer. May 
we explain how Shanno- 
graph can help you ? 















IMPERIAL HOUSE (Dept. A6 
15-19 Kingsway, London, W.C.2 


And at 
Birmingham -~ Bristol - Liverpool - 
Manchester - Newcastle - Glasgow (Agent) 













This Electrically Operated machine is 
specially designed for the rapid opening 
of 4H types and sizes of mail without 
damage to the contents, and with the 
minimum of effort on the part of the 
operator, 


There is also a Напі Operated 
Machine. with Automatic Feed, 





' Send for particulars, І 


INTERNATIONAL COIN COUNTING MACHINE COMPANY LTD; 
Telephone : WALTHAM CROSS 3241/2 _ 


— COLLEGE ROAD @ CHESHUNT @ HERTS. 









E c BUSINESS for 
Married Women's 
Optimum Week. 


tconciuded) 


was very anxious that her married 


ife should start.off happily and ис 


cessful but at the’ present mo- 
she and her husband. 





ment, аз ‚ husi 
had been .unable to obtain living. 
quarters in the Acton district they 







had had to take accommodation a£: 


Southall, and ^ this. necessitated 
her getting up-at узо am, in the 





, morning to enable her to be at work 


at 7.30 am. As the works do not 


: close until 6 pm., she does not get 
| home again until 7.30 p-m. and this 


only left her time to prepare a meal 
and do a Бие dusting. She has 
decided that she will absent herself 
every Saturday, and she has been 
reprimanded by her foreman for 


| doing so. 


" She informed me that, in spite of 
the possibility of prosecution for 
absenteeism under the Essential 
Work (General Provisions) Order, 
1941, she will continue to do so as 
she intended using this day of the 
week to clean her house and. getin 
her shopping as she did not intend 
working on a Sunday, her husband's 
one day off in the weck. 


This Case Would be Solved by. 
47-Hour Week 








“I, of course, had to agree that she 


i had a very strong case, but feel con- 


vinced that, were this girl to be 


| offered. a. shorter week of, say, 47 


hours, so that she could leave earlier 
each evening, the differencéof opinion 


м 


between her and her foreman would: 


' not arise. 


“Jt is only fair to mention, on the 
foreman's behalf, that if we conceded 


some special concession to one em- 


ployee we should be inundated with 
similar requests from others, as well 


| Over 50 per cent of our women ей 


ployees are married, with domestic 
responsibilities." 





ТҮРЕ ES. 
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WELL-KEPT files, easily accessible, 
typify the- well-run business. Milners’ 
Steel Filing Cabinets are well designed 
and smooth ranning. They are such a 
"pleas re to use that the filing clerk 
cannot fail to do her work well. 
. Milners Steel Equipment of standard 
| designs covers all usual desk and storage needs 
_in office and factory. Special designs can be made 
“to meet special needs. 
.. Milners’ Steel Equipment, which is produced by the 
: - manufacturers of the famous Milners' Safes, is at present 
available in very limited quantities ; but we shall be happy 
to help responsible enquirers plan the fitting up of office 
and < for the peace-time work ahead of us. 


MINERS 7z 





























be MILNERS Gy АГЕ CO. LTD., 21, HAMPSTEAD LANE, LONDON, N.6. Telephone: MOUntvicw 




















You can speed along on а full pro 
duction schedule and get the most out of 
every available man-hour, thereby main 
taining maximum output 


Like human n beings. pencils must (for the duration) suffer 
sartorially, and, like many other products, become more 
standardised. But nothing can efface inherent BREED, 






and in CUMBERLAND “Utility Copying” and "War — IF YOUR WORKERS SIT AT EASE ON 
Drawing "Pencils, you have the nearest war-time equiva- | 

lents of our famous Pedigree’ and*‘King sOwn”’ brands. i EVET AUT 
Meanwhile, look for the words '"CUMBE LAND Pencil i 


E — кы == 
Co.Ltd.’ on the о s you buy, a “pomt” to — 


STEEL WORKS SEATING 
Scientifically designed to give ШШЩ 
the correct spinal support à 
prevent the chief cause of fatig 


Send to-day for illustrated 
book entitled “Sit at Ease" 


(Props.: J.B. Brooks & Со. 144) 


€ 


i 1 > FALL 










“THOMAS A. EDISON LIMITED 









SALVAGE 


War Effort - 


опе of the most important manufacturing 
firms of the country engaged 95 per cent, 
on work of National importance Says: 


“we have installed Ediphones at this 
office às time and labour savers, and are 
now dependent on them to such an 
extent that without them our flow of 
correspondence and Executive: time 
would. be most adversely affected.” 





Another leading manufacturing firm 
engaged fully 90 per cent, on work of 
urgent National importance says: 

“In consequence of the loading of urgent 
work on our reduced staff, Kdiphone 


equipment, is a very necessary factor in 
the general execution of our business.’ 










The Ediphone is now more than ever 
required to speed the output of urgent 
production, and since supplies are now 
limited we shall be glad to know of any 
“equipment that. is not being: used to its 
| fullest extent, 








EDIPHONE systemor 


Voice Writing 






Victoria House, Southampton Row, 
London, W.C.1 Tel.: HOLborn 9988 









` Branches and Dealers in all principal cities 





50%, FASTER SORTING 
The Ambidex System 


Cuts out waste effort. 

Simplifies and organises sorting. 

Meets individual requirements, 

Speeds ир Filing, Ledger Posting, Recording, 
“nvoining, 

Provides instant reference to papers, 

Saves Postage. 

Saves Stationery. 

Accelerates the flow of work throughout the 


Office, 
Write for particulars: 


AMBIDEX 


Equipment. - Company 
Emergency Address: | 


i8 Keyf&ham Ave, Woodford Green, Essex. | 
Telephone: Buckhurst 3317 





i IMPORTANT WAR JOS 
onii Vog: Rave: tiken on the job of Salvage Steward for sour 
bant of Wontworths, This is a vitally important work. 
ping s fimded, and masy supplies formerly drawn 
ar East and other countries have bees 
So the ^ must азе to the utmost every bit of material 
Sait pos Беды = athome. Every scrap of salvage thst: 
з cilected € 40 free cargo space fer vital war needs. 


d poii ot cemtainers, thus making pend easier. 


MATERIALS 
he d most urgently needed а paper and 
агана metal of all kings, bones, rag: kitchen 
waste ifood астар), and rope, string and toine. 
WASTE PAPER AND CARDBOARD 
Waste paper atid cardboard of every kind 
dj and form is urgtnify  cceded— newsospers, 
magazines, bucks, carens, wrapping paper, 
M paper and cardboard is sorted before being 
collected it saves valuable time and labour 
Therefore, whea possible, keep carchoard, 
viled or greesé-proof paper, and ай other 
types of paper separate. 
«  Ceunterhands and ай other employers 
fares Абы! be educated to the of paper and. 
asked to co-operate in ít 
it in neat clean piles w 
behind counters and 
dump or contsinira. 
metui, wood-kaol, or any other form 
of waste maizrial must aot be mixed with waste 
paper, 


METALS 

Practically every kind of metal article i» 
good salvage—botüe tops, "manufacturers" 
packs, tins, [yi and coloured tinfoil, strip- 
pings, and ail other scraps of metal, Metal 
should be kept in a separgte container, and 
tins, where possible, shouid be flattened with a 
hammer or roalict te facilitate transport, Do 
not attempt 10 fatten tins by treading оп them, 
as this may cnt your boots or shoes and might 
possibly cause an accident. 


RAGS AND SACKING 
st раву and sacking sre urgently 
Such waste materia! should be kept dry and na 


clean as possible. 
BEE i 


fices to the 


Almost avery 

Bing of Меш 

mde da good 
аад 





amá dry. 


Your Salvage Stewards may have a supply cf there Leaflets, 








BUSINESS for 


Every kind of waste rubber i$ walushbh. 
hiding rings from food container tops, 
aken rabher handles from tools and domestic 

„эшта bouts, rubber gioves, rubber 


KIEREN. anes FOOD SCRAPS 


ari de edm have now organised: 
xs scraps, and where a scheme 
aperition every effort should be made to 
spon е collected — food scraps 

% and cafeterias, 

ste from canteens. 

should be allowed to 

It ia best kept 


wastes is Got бо interfere with 
is for will disposal. 







WASTE ROPE, STRING AND TWINE 
Keen a а Tor ай! ха ihe: end. of the un- 

packing bench. Do not mix with waste paper. 
Where ble эз should. not be cut and 
farceis shaoíd be ied so: that they are Secuté, СГ 
but can easily be untied. To save every 
possible scrap of string the Salvage Steward 
may give advice го his colleagues on economical 
ways-of ustying string. 


каи werte 


Meme 
be Trine atk 
‘Waste Paper. 










FLOOR SWEEPINGS 

‘fhe Branch Salvage Steward should aot 
ignore flour sweepings, which should be 
examined for odd scraps of paper, foil, string 
sand rags. 


Lo PACKING CASES 
A great’ deal of hibour can be saved and 
packing cases of wired. or cardboard. pueri] 
pore further use if they. are opened. carefi 
ike special care of cartons or cases that. [nA 
Ж Ыя fetuened ло manufacturers, 27.7 


SORTING OF SALVAGE’ 

Salvage pere be sorted and керіп separate. 
containers as-follaws i 

(1) Papar and cardboard г Siri 
rope and twine ; (3) Matai; & Bones ; 
GR Rags ; (6) Kitchen waste ; (7) Rubber. 

Keep containers for the above br te stock- 
room-—except café refuse, 


































issued by М.0.5., over-printed with your firm's name 


How One Firm Wasted 16 Tons 


of 


Coal Each Week 


RECENT correspondent to the 

Manchester Guardian has given 
the following example of fuel wast- 
age from a factory where he con- 
ducted a four-weeks' test. 

He contends that it is here, rather 
than in domestic consumption, that the 
greatest savings can be made. 

Jan, Feb, 1942. Average outside 
(day? temperature, 32 deg. Factory 
temperature maintained, day and 
night, at 65 deg. 

'Tests "were carried out at one 
doorway, but observations were taken 
at 20 cthers. Doorways measured 50 
square feet, Cold air admitted by 
each door when left open amounted 
to 15,000 cübic feet per minute, 

This air required re-heating, for 
which, with a boiler of 73 per cent 
efficiency 60 lbs. of coal per hour were 
needed, 


Doors Let in Cold Air for a 
5 Hours Daily 


Tt was calculated that the 20 doors 
under observation stood open five 
hours each day, which caused a daily 
waste of 6,000 Ibs. of coal, equivalent 
to 16 tons for a six-day week. 

That the doors were à prime cause 
of waste is proved by the fact. that 
fuel consumption for the same periods 
dropped by 10 to 14 per cent at night, 
although the outside temperature w as 
much lower than by day. 


* 


2 


MORE SALVAGE TIPS 


1 Old. - fashioned typewriters, 
broken beyond repair, provide 
rubber às well as metal. 





Ж * 
1 Every ton of salvaged woollen 
rags of suitable quality would 
make 500 battle dresses 
* * Жж 
171 The . war-production. of the 
U.S.A. has just announced 


that the United States stock of 706,000 
tons of rubber at the beginning of 
this year will be reduced to 428,000: 
by Christmas and will be exhausted 
by the end of 1943. 

* ж 





1 A pair of mens old rubber 
Wellingtons wilk make a "May 

West" jacket. " І 
Fifty miniature rubber tyres 


19 from. ash-traysin the Curtiss 
aeroplane: works, St. Louis, were 
collected in one day as the result of 
a salvage drive, Fach weighed half 
а pound. They were sold to a local 
garage, and Savings Stamps were: 
bought. 





ж ж ж 
Have you appointed your Sal-. 
vage Steward vet? Write to. 
us for information on the subject. 


2 A Saly vage Contest ino your 
plant will help materially. We 
shall be pleased. to publish yours” 

results, : í 
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» 
4 е 
i б 
pt ‘ — You can type a set of forms without 
i нё, у the use of carbon papers by using 
Lu the A.B.F. Dupli-Typer. 
} If sets are handwritten our Autographic 
Register will enable you to write multiple 
sets of forms without the handling of 
carbon papers. 
3 * 
May we send you full particulars ? 
AuroeRAPHIC Business FORMS tro. 
AUSTRALIA HOUSE, LONDON, W.C.2 
Telephone TEMple Bar 6767 
^ BRANCHES AT BIRMINGHAM, MANCHESTER, WOLVERHAMPTON, CARDIFF, LEEDS & LIVERPOO 
E 


ж PLANUM is the carbon 







paper with the hite 

back. This is also а 

zreat help to t le 

If she saves | iy - trained war- 

FIVE MINUTES a day | prevents mistakes 





which waste time and 


You cam reckon a sum in hours of extra 
2 paper. 


work which each typist will get through 
in a month. 








That is what 


PLANUM 


Non-curl "So Non-slip 


Carbon Papers 
are designed to give you 

They are more quickly separated trom 
the copy sheets, more casily reassembled 
and inserted in the machine, less inclined 
to crease and “trec”; consequently 
longer lasting, and fitted to give. cleaner 
and clearer copies. All this saves time 
Specify PLANUM when next ordering from your 


stationer or supplier and check these Gaim: for 
yourself 





Made only by 


KORES MANUFACTURING Co. Lod, 


WEST ROAD, LONDON, N.!7 -— - 
‘Phone: TOTtenhage 3277-9 


' LI ] 


HEATING 44 BUSINESS for 


`| Unit Heaters Solve ' 
Wartime Problems 


NE of the essentials towards the | 
100 per cent output of factory | 
and office personnel is bodily comfort. 
Neither the enervating effects of | 
overheated stuffy rooms, nor- the 
spartan attempts at hardening-off in 
frigid temperatures are conducive to 
a worker's doing his best. 

The subject has been closely inves- 
tigated in recent years and much dis- 
covered about the effects of tempera- 
are occurring ture Variations, the importance of air 

У А В movement and correct humidity. The 
continuously in war-time Industrial Health Research Board 
with every type of weapon. has made strong recommendations on 

N this matter, 
Lessons must be learned quickly In accordance with the Fuel 
from battle experience and rapid Economy Campaign, it behoves every 
1 executive concerned to investigate the 
adaptation to "ew developments most efficient methods of producing 
is a vital necessity. the desired heating conditions of his 


If production is to keep pace with premises. It may be wasteful to 


h h ; d d raise the temperature of the immense 
these ever c anging demands volume of air enclosed within the 


a completely flexible system шше eee E should be to heat 
1 2 H the 1ndividua worker. 

of works routine is essential. Controlled radiant heat i« onc solu- 

tion. "This is best achieved by the 

r r methods of gas or electricity, on the 

& Unit principle. Unit heaters and 


coolers constitute one of the' best 


solutions for the economic heating 
and cooling of buildings of all types. 
Their most outstanding advantages 


are :— 


MECHANISED 1. No loss of floor space, as the 


units are suspended above, either 
PRODUCTION ROUTINE on the walls or from the girders, 
2. Forced air circulation causes a 

А r rapid rise in temperature on 
provides complete control con starting up and enables the 
bined with complete flexibility building to reach the desired 
temperature in 30 to 60 minutes, 
A T NEED BECS, depending on the working con- 

be Wee Юе etin; Departripnt ditions, while connditions in hot 













15 weather are rendered much | 
о? BLOCK & ANDERSON LTD. more pleasant by the continual 
|} > ‘OLD MILL HOUSE’ - TRUMPINGTON ROAD - CAMBRIDGE circulation of cool air from the 

А fans. 

Telephone: Trumpington 305 (3 lines) 3. Warm air is directed towards 1 
Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool floor level, where it breaks up 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton the cool layer of air, thus giving 
even heating to the whole of the 

F building, 


4. The Factories Act now calls for 
efficient ventilation of all fac- 
tories. This question of ventila- 
tion is becoming increasingly 
more important in buildings 
where special processes are 
carried on. 

5. Economy and ease of installation 
is due to the light weight of the 


components and the small size ij 
of the piping required 4 

4 

Electric Unit Heaters of various types ә 
shown in position in a workshop 1 


These units are economical to rün and 

from ап overhead position afford 

adequate ventilation as well as 
warmth " 
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Production and Accounting Records 
in Loose Leaf style keep us busy 
these days. In planning and pro- 
gress work, in recording time and 
material expended. in accounting 
and statistical work, you will find 
Wilkes can produce for you the 
Loose Leaf Records for doing the 


job properly 
ESSENTIAL ORDERS ONLY, PLEASE ! 


JAMES WILKES LTD 


Commercial & Industrial Printers 


BILSTON, STAFFS 


Also at London, Birminghar , | 
Manchester, Leeds, Leicester, etc. | 


Save Time and Worry Every Day with 
" SYSTEM " Desk Diaries 


Use a "System" Desk Diary 
yourself—place it on the desks of 
important members of your staff, 
For it is a unique time-saver which 
quickly repays its cost, It contains 
313 sheets—one for each working 
day of the year, held on a stand by 
metal rods, over which they slip. 

The current day's sheet shows you ap- 
pointments and things to be done. Re- 
minders of future engagements, etc., auto- 
matically come to light on the right days, 

fiNote from illustration: hours; Calendars for cur- 
Day's date in large type; rent, past and next months; 
Appointment Sheet ruled finally a big sheet for the 
up for hours and halí- day's notes and reminders. 


1943 Supplies Limited - Order TO-DAY ! 
“System” Desk Diary Daily Sheets are 54 in. < 3} іп.; 
the Memo. Diary Daily Sheets are 4 in. * 3 in. 
Stocks of 1943 models are limited. So indicate your needs 
below and POST THE COUPON NOW. 


SHAW'S EFFICIENCY DEVICES, 6 CARMELITE утаа; E. C.4, 
серне remittance of ............ for which please send me 
.. System Desk Diaries with Daily Sheets, including 


size 5} in, X 3j іп., at 9s. 4d, Purchase 
E Ra Desk Memo. Diaries with Daily Sheets, \ Тах апа 
size din, х 3in., at 6s, 9d. Carriage 


(Write for special quotations for quantities) 














YOU can help 


MALTA 


in her epic task 


Business men are asked to 
assist the SILVER THIMBLE 
FUND. in the Endowment of 
a new Memorial Ward in a 
Malta hospital. The fund 
has raised over £70,000, and 
this appeal is supported by 
both present and former 
Governors of Malta, Please 
send your contribution to 
95, Regent Street, W.I, 
under reference No. 317-14. 


This space has been given to the Silver Thimble 
Fund, 95, Regent Street. W.1, bu the courtesy of 
INTERNATIONAL TIME RECORDING CO. LTD 


IMMEDIATE DELIVERY 


INDUSTRIAL SEATING 


THE *KEMCLO " STOOL AND LOCKER 


COMBINED Pat, No, 530472 
MODEL ? Ы 
ae illustrated L 
25/. 


EXTRA LARGE COM- 
PARTMENT and 
SPECIAL SEAT 


WITH PADDED SEAT | 

30/-. | 

OTHER MODELS . | 
FROM 14/6 and 18/6. b 

{ 


@ ALL METAL 
CONSTRUCTION | 


@ LOCKER UNDER 
SEAT 


@ CAN BE MADE 
TO CUSTOMERS’ 
OWN HEIGHTS 


—— 


Also strong steel works | 
stands with three 
no m S unbreakable 


js 





. 
t 


"KEMQCLO" Harpware Co. 


55  Netherwcod Street, London, N.W. 6. 
MAlda Vale 1331 > 
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Factory Heating 


with steam or 
hot water 





"SPIRAL TUBE" UNIT HEATERS 


6 GREAT ADVANTAGES 


Low Running 4 No Loss of Floor 


1 Costs. Space, Units are 
Q Ease and Economy 5 ао. 
of Installation, flected where 
3 Required Temper- Desired, 
perature in 30 to 6 Circulates Cool 


$0 minutes, Air in Summer. 


Guaranteed for 12 Months. 
From the above advantages the superiority 
of this system will be readily realised, If 
you are requiring installation of factory 
heating, it will he well worth your going 
deeper into the merits of the Spiral Tube 
Unit Heaters. 


A LARGE VARIETY OF TYPES & SIZES 


$ besides the standard model, Spiral Tube 
Heaters are manufactured to meet every 
kind of heating or processing problem (such 
as fruit or leather drying, etc.) in your 
factory or warehouse, We shall be pleased 
to quote, Let us know your requiremen:s. 


The SPIRAL TUBE 
& COMPONENTS 


, LTD. 
OSMASTON PARK RD., DERBY. 








THE CONTAINER PROBLEM 


Time and labour can be saved, and 
containers can be used again much 
better if opened with the FLASH 
BOX OPENER. Obtainable from 
Th? Gordon Package Co. Ltd., 
97, Lea Bridge Rd., London, E.10, 
with remittance for 8/- including 
four spare blades. Special terms 
for quantities. Additional blades 
obtainable at 2/6 per box of 5. 


a 
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Ten Rules for 
Long-Life Carbons 
1. 


The heavier weights of carbon 
paper will be found to wear 
longer, in proportion to their 
weight, than lighter weights. 
When only one or two copies of 
the original are needed, use a 
standard-weight or heavy-weight 
carbon paper, which will give 
the greatest number of copies 
from each sheet 

Use the lightest weight carbon 
papers only when many copies 
are wanted at one typing. 
carbon paper of the 
size required, and avoid 
waste which incurred Бу 
cutting down. 


Purchase 
so 


15 


The backing-sheet provided by 
manufacturers should | always 
be used when taking carbon 
copies. It will reduce the platen 
Wear on your typew riter, provide 
legible later copies (enabling 
you to use the heaviest weight 
carbon practicable) and will 
reduce treeing and creasing to a 
minimum. 
Handle all 
great care, 


carbon paper with 
so as to avoid creas- 
ing, which causes undue and 
unnecessary wear. This is 
usually due to careless insertion 
into the typewriter. Sometimes 
tight feed-rollers cause this, If 
so, it will pay to have the feed- 
rollers adjusted. 


Always keep carbons carefully 
in a box after use. Retain an 
old box for this purpose, Care- 
less storage means creases and 
loss of life. 

With a little care, the life of 
carbon paper can be greatly ex- 
tended. Each sheet should be 


used so that the typing is 


spread over the whole surface | 
to within a quarter of an inch | 


of the top and bottom and both 
sides, 
ing the sheet top for bottom, 
and side for side, arranging the 
sheet so that it slightly overlaps 
the typing paper, top, bottom, 
and each side in turn. 


Keep on using the carbon sheet 
even when it looks worn out— 
long as it gives readable 
copies. 


so 


10. Buy a high-grade carbon paper, 
which far more economical 
and lasts longer in proportion to 
its price than a medium or poor 


quality sheet, 


15 


* Issued 
Ribbon 
turers’ 


by the Carbon Paper, Inked 
and Duplicating Material Manufac- 
Association of Great Britain 


This can be done by turn- | 


BUSINESS for 


ell 


CANTEENS 

FACTORIES. 

OFFICES, ETC. 
ETC. 


We will gladly send an 
expert to discuss your 
canteen, factory, or office 
flooring problem . . . any- 
where... any time. No 
obligation. Please write 

to: 





The Great Metropolitan Flooring СР? 


73, Kinnerton St. SWI. Sloane 0047 (7 line) 








Specialists in : 
| CHANGE-OVER SCHEMES ~ | 
EMERGENCY PRODUCTION 









SHOP PLANN ING 


JIG & TOOL EXPERTS 


Record of Fine Achievements 
behind us 


INDUSTRIAL DESIGNS F 


EAST STREET - WOLVERHAMPTON 


TELEPHONE — 23323 








































of paper have so far 
ven saved by the G.P.O, by 
issue of telephone direc- 
ир to a point, is sll to the 
busy office that cannot trace 
а address of one of its best 
y be excused for feeling that 
n go too far, 

rms have a group of " regulars,” 
and friends whose telephone nnd ex- 
n numbers are almost automatically 
ded. But there are others whose par- 
lars cannot always be memorised, yet 
y be wanted in a hurry. 

"Quite а number of firms are using a 
velopment of the * day-to-day" desk 
lendar for this purpose, The endless band 
paper marked with the days of the week 
ев place to а ruled sheets marked off 
phabetically, on which the clerk jots down 
telephone numbers of the less weli- 
uainted firms as they come up. In time 
private directory may be formed in this 
у, and it will be found to save quite a 
of time, both in your own office and at 
irectory Enquiries." 


HE ADDING MACHINE IS 
PORTABLE 


ECAUSE you have installed 
machine in, say, the costing department, 
does not signify that no one else may 
e it. In fact, it should be made known 
at № is available for other departments. 
Vork which used to be taken to the costing 
erk by the wages office, the Inboratory, 
he receiving or the contracte-progress de- 
rtments, could now be tackled by one of 
he personne) of each of these departments. 
or the efficient working of this arrange- 
ent a spirit of good companionship is 
Three points should first be 





an adding 











1. Careful instruction of all the intended 


operators under competent supervision. 


2. A ‘system devised, to deal with the 
convenience and times best suited to 
each of those who are to share the 
machine 

3. Someone to be made responsible for 
its maintenance and safety. 

Even if your present expert is not yet 


Пед up, it is as well to be prepared for 
uch a contingency, so that when the time 
you will be ready with reliable 





WAR DAMAGE ACT, 1941, 
PART Il. 


| INSURANCE UNDER THE BUSINESS 
SCHEME AFTER SEPT. 30th, 1942. 
The Board of Trade have decided, 
with the approval of the Treasury, 
that the premium payable under the 
Business Scheme for the whole 
year to September 30th, 1943, shall 
not exceed £1 per cent, For the 
period of six months up to March 
31st, 1943, the rate of premium will 
be 10s. per cent and will be pay- 
able in one sum. The rate of 
premium for the uent six 
months will be determined in March 
next and wi'l not exceed 10s. per 
cent, 
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DUPLICATING 
PERFECTION 







` — 


OFFIC 


No process or appliance has yet been 
devised or invented to produce more 
perfect Duplicating than Ellams range of 
Duplicating appliances. 

For nearly 50 years the resources of 
money and scientific personnel of che 
entire Company have been devoted to 
the development of Duplicating equip- 
ment, with the result that to-day nothing 
more efficient is obtainable. — Ellams 
group of Duplicating Machines range at 
varying prices from the small Bantam 
Flat Bed Model to the Automatic Electric 
Self-feeding Rotary. 


ELLAMS CARBON PAPERS, TYPEWRITER 
RIBBONS, DUPLICATING INKS AND 
STENCIL PAPER 


Ellams Carbon Papers achieved popu- 
larity some forty years ago because they 
were the first Carbon Papers in the 
World to be clean to handle and 
smudgeless in operation. 

To-day these things are taken for 
granted and the outstanding attribute 
which causes so many users to insist on 
Ellams Carbons is Economy — NOT 
cheapness in first cost but Long Life ; 
you can use them time and time again. 
They will still be giving good ser- 
vice when two or even three lots 
of Carbons of lesser quality 
(although not greatly less in 
price) have had their day 


Write for full informat:or 


DUPLICATOR CO. LTD., ASTOR HOUSE, ALDWYCH, W.C 





‘Phone: 





Holb, 5365. 





ARE YOU 


A GOOD OFFICE DICTATOR ? 


RE you a good dictator of letters? correcting it, he would start right fro: 

Imagine asking your shorthand-typiste beginning of the sentence again. This h 
what she frankly thinks of your method of pened so many times that tł iri 
dictation. According to a recent account, utterly confused. His delivery w fast 
the executives of a large organisation in abrupt, so that the listener w not 
America did just that, and the result was whether it was the old sentence or а т 
not very flattering, The girls, pleased with one. Little wonder, then, that the reenitir 


the opportunity, 
Some men pace the floor 
animals, others run whole senter 
long polysyllable, 
were full of food. 
business jargon and worn-out c 


were frank in their replies. 


liked caged 
ices into one 


or talk as if their mouths 
Some were criticised for 


liehes, many 


for inadequate preparation of material, 


A few days 


tunately) to a London bank 


letters to his private secretary, 


ago we were listening (unfor- 


er dictating 
He would 


start a sentence, get half-way through, and 


decide a clause was unsuitable, 


Instead of 


letters bad to be typed twice 


NE large concern using envelope { 

inter-offuice communications bas four 
it a useful paper economy idea to rule 
the envelopes into squares large enough ! 


contain the name and department to wh 
the contents may be addressed 


Bs this means the envelopes can be ш 


to do more journeys, as members 
staff are induced to keep (һер writing 
within the «quare Instead of sprawling 


E 


- INDUSTRIAL 
FIBRE BALING SAVES 
METAL FOR WAR 
Borns the short note on Baling 


Fibre in our issue for August, we have 
received further information and the figures 


* gi below. 
i comparatively recently, of course, 

ll baling was done with twine, and the use 
of wire is almost a novelty, Now the wheel 
has turned and with the demand for steel 

* for other needs baling flbre has come into 
its own again. 

The yardage per ton of a fibre twine is 
thrice that of wire, and baling costs are 
some 20 per cent less. 

By using fibre, firms and salvage nuthori- 
ties сап save the country three tons of 
steel for every ton of fibre. This makes the 
use of fibre a war-time duty, 
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PRODUCTION EQUIPMENT 


for Factory Equipment and 


Supplies 


TREATMENT OF PHOSPHORUS BURN 


ATELY the enemy has dropped some 
incendiary bombs containing phoa- 
phorus on thís country. The Ministry of 
Home Security has accordingly issued the 
following advice to persons who may be 
splashed by a phosphorus fire bomb: 

* Remember that phosphorus cannot buru 
when wet, but bursts into flame as soon 
as it is dry. If you are splashed with 
burning phosphorus keep the part affected 
either under water or covered with a wet 
pad unti] medical treatment is available, 
If you can, bathe the burn with a solution 
made by two tablespoonsful of ordinary 
washing soda dissolved in one pint of water. 
On no account should any oily or greasy 
dressings or ointment be put on a phos- 
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OFFICIAL SALVAGE RESULTS FROM NOVEMBER, 1939, TO SEPTEMBER, 1941 


Waste Paper 
Textiles 





Baling Material required to bale this tonnage— 


Baling „* 
oo w те Twine . 


NEW ADHESIVE LABEL 
REPLACES METAL 


IGNED as a substitute for metal 

name plates, tags, patent numbers, 
eto., the “ Kum-Klein " label is applied 
direct to the object and there is no drilling 
or tapping. Permanent adhesion is guaran- 
teed by the makers, even under considerable 
temperature variations. It may be obtained 
in all colourings and in reverse designs, and 
is applied without moistening. 


No Man Сан Know Too MucH 
Or His Propuct 





or 
No instrument you can buy, will more 
quickly justify and pay for itself. 






For the close scrutiny of every con: 
ceivable object, metals, tools, fabrics, 
fibres, minerals, precious stones, paint, 
print, manuscripts, biological and 
botamcal specimens, cutting edges, 
fractured surfaces, raw materials, and 
innumerable other purposes, the 
ULTRA LENS « invaluable, and pre- 
sents im many instances hitherto un- 
suspected data, which can be used to 
advantage 















The price is £3-17-6 com plete 
in case with spare bulb, 
battery and transparent 
measuring scale. 


The Ultra Lens Company, 
RICHARD BOCK 
BRITISH MADE 37 Finsbury Court, Finsbury Pavement, 
London, E.C2 






Phone Clerkenwell it 











Tons. Value, 
466.069 £1,852,235 
28,920 189,308 
494,989 , = £2,041,543 
Tons. Cost. 
4,947 £140,989 
1,649 102,238 
Saving £38,751 
Value of Salvage £2,041,543 
Increased Value ... £2,080,294 


VITAMIN CAPSULES for 
AIRCRAFT WORKERS 
workers at the great 


doe a day 

Lockheed Aircraft faetory take а 
dose of specially prescribed vitamin capsules, 
These are brought around the shops by 
messengers, who are reported to have in- 
structions to see that each pill is swallowed 
before moving on, The scheme is experi- 
mental and is under the control of the 
California Institute of Technology. Added 
vitamins prevent the human machine from 
“ knocking " and developing premature signs 
of wear and tear, and complete records are 
being kept of the reactions of workers who 
are undergoing this treatment. Particular 
wtention is being paid to the effect upon 
eye-strain and it is hoped that irvaluable 


information will be available to all tho 
United Nations as a result of the 
experiment 


Three New Factors in Absenteeism 


B" an unfortutite oversight, the article 
which appenfed Sw page M of BUsixESS 
for August läst wix-mot attributed to its 
original source, It- was condenséd from the 
article in the July issue of “ Occupational 
Psychology," the Journal of the National 
Institute of Industria] Psychology, to whom 
we are indebted for the opportunity to make 
use of itt 


ra D 




























Readers are invited to m 
valuable information, The n 
of the manufacturer of any 
may be had on applicatior 
BUSINESS, Whitefriars 
London, E.C.4, 


phorus burn before it is certai 
trace of phosphorus remains, G 
solves phosphorus and spreads it. 

“If liquid phosphorus, not alight, 
on the skin, dip the part affected in 
hot if possible, or keep it wet with a 
While the phosphorus is under water 
kept wet, remove it either by scraping 
‘chipping ' it off with x dull knife or by 
rubbing with a soft nail brush, 

“« Make sure that you have removed every 
particle of phosphorus by examining the 
splashed part in the dark, A phosphor- 
escent glow will show up even the smallest, 


portion. Clothing splashed with phosphorus 
should be kept wet until you can take it 
off." 


"COUPLED" COOLING DE- 
VICE FOR TRAILER PUMPS. 


ptm as standard to the well-kno 
* Climax” trailer fire pumps, а vel 
effective coupled cooling device is now ava 
able in limited quantities for general 
Hends of factory fire-fighting services та, 
obtain fuller particulars and cardbow 
working models of the cooler set for demon 
stration purposes, on application. 
details of the factory unit should be given | 
when applying. 
A very few further models are, we under-j 
stand, available for sale at 2s. each, 


ADVERTISEMENTS 


MISCELLANEOUS 
The Р ot Letters Patent 451,316 
relating to “Carrying Mechanism for Cash 
Registers, Adding and other Calculating 
Machines,” desire to grant licences under the | 
patent to interested parties on reasonablé terms | 
for the purpose of exploiting the same and 
ensuring its full commercial” development and 
practical working in this eountry.—Enquiries 
to be addressed to Cruikshank & Fairweather, 
29 Southampton Buildings, Chancery Lane, 
London, W.C.2. E 


О _ ——— 
OFFICE EQUIPMENT FOR SALE і 


"A Large Selection of Ex-Government and 
Other Steel and Wood Осе Furniture In- 
cluding Filing Cabinets, Desks, Card index 
Cabinets, etc. Also Plan Cabinets, New and 
Secondhand, at Lowest Prices.—Write for 
Catalogue, The Miscellaneous ‘Trading Co., 
Ltd.,134-5 High Holborn, W.C.1. Holborn 4894.'" 


Remington Book-keeping Machine, Model 24, in 
perfect condition.—Write Box 537, BUSINESS, 
Whitefriars House, Tallis Street. E.C.4. 


SACKS 


Sacks and Bags for all purposes. John Braydon, 
Ltd., 32 Aylmer Parade, Х.2. Telephone : 
MOUntview 1137/8. London’s Largest Holders. 





SAFES 


Safes (Granite-Concrete-Steel). Fire, theft and 
blast resisting, Several sizes available from. 
£5 12s. 6d., carriage paid. Ask for Wustrated 
price list.—W. Payne, 4 Avondale Road, 
Coventry. 

MY M an 


TIME RECORDERS 


Staff Time Checking and Job Costing Time 
Recorders (all makes) for quick cash sale, - 
exceptional condition,— Write, “Betarco)."' Box 
345, Business, Whitefriars House, Tallis - 
Street, E.C.4. 


